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PREFACE. 



The design of this book and the accompanying Touchers is to simplify the process of 
teaching and learning the principles and practice of bookkeeping, and the forms, nature 
and uses of ordinary business documents. This is accomplished by requiring the pupil to 
actually use the vouchers substantially as they are employed in business, and to make his 
bookkeeping records from them, being guided in his operations by carefully prepared and 
logically arranged directions. 

Independent price lists have been introduced, which rem* <* from the pupil the tempta- 
tion to copy the work of other pupils. 

It is believed that teachers will be pleased with the engraved script that is used in the 
text book and in the vouchers. These illustrations, with the emphasis which is persistently 
placed on the importance of superior mechanical work, cannot fail to have an influence on 
the appearance of the pupil's records. 



SUGGESTIONS TO THE STUDENT. 



Accuracy. The first essential of a bookkeeper is to be absolutely accurate. To acquire 
the habit of being accurate will require constant, persistent effort on your part. Learn to 
concentrate your thoughts upon your business — that of learning office routine and book- 
keeping — and never permit your mind to wander therefrom during your business (study) 
hours. It is in bookkeeping as in medicine: "An ounce of prevention is worth a pound of 
cure; " careful thinking before doing will prove a good preventive of errors, while much worry 
and waste of valuable time will be the cure for errors once made. It is better to spend a 
minute in thinking before doing than to spend an hour or more in detecting an error that 
has been made. Improvement is the direct result of thought and intelligent application; 
so, if you desire to improve you must think, think, thine before acting. A practical knowl- 
edge of commercial calculations, and the ability to add correctly with ease and certainty are 
absolutely essential to insure accuracy in bookkeeping. 

Neatness. A plain, business style of writing is the first and most important essential 
to neatness in bookkeeping. To acquire a good business style of writing will require much 
thought and practice. The script plates throughout the book will furnish you food for 
thought and material for practice. The arrangement of the work and attention to details 
are also very important and should receive considerable of your attention. Remember that 
"perfection is made up of trifles, and perfection itself is no trifle/' hence, the importance of 
observing all the details and instructions that are given. Last, but not least, neatness will 
assist you in acquiring accuracy, besides errors are more readily detected in neatly kept books 
than in those that are not neatly kept. 

Dispatch. First of all be accurate; second, be neat, and let speed and facility come 
with practice, experience, and a thorough familiarity with your business. Remember that 
dispatch without accuracy and neatness is absolutely worthless. An inaccurate clerk or book- 
keeper is worse than worthless, while a careless, slovenly bookkeeper is very soon displaced 
by one who is accurate and neat. Never hurry in your studies. It is better to have your 
mind filled with properly assimilated knowledge than to have your books filled with work 
that you do not understand. 

Tour Teacher. The duty of your teacher is to guide and direct you in your studies, 
but not to do your work for you, as thereby he would be doing you a positive injury. 

Yourself. Rely upon yourself. Be industrious. Do not injure and disgrace yourself 
or waste your time by trying to copy from others, as it can not be done in this system with- 
out being detected. 



OFFICE ROUTINE AND BOOKKEEPING. 



Bookkeeping is the art, method or practice of recording business transactions. By the 
term business transactions is meant dealings between two or more persons. The object of 
keeping books is to enable the proprietor to ascertain at any time with certainty and ease 
any particulars regarding the business. 

Methods. There are two methods of keeping books, termed Double Entry and Single 
Entry. In Double Entry Bookkeeping accounts are kept with persons and things. In 
Single Entry Bookkeeping accounts are kept with persons only. Single Entry will be intro- 
duced later. The following pertains to Double Entry. 

Books required. Originally three books were used in recording business transactions; 
viz, Day Book or Blotter, Journal and Ledger. The Day Book and Journal are now usually 
combined. This form of book is known as the Day Book-Journal. 

The Day Book-Journal contains a statement of the business transactions and the 
Debits and Credits arising therefrom, arranged in convenient form for transferring to the 
Ledger. Deciding upon and arranging the Debits and Credits in the Day Book-Journal is 
called Journalizing. Debit is abbreviated Dr. Credit is abbreviated Cr. 

The Ledger is the book of accounts. 

An Account consists of Debits and Credits of a like nature, systematically arranged, 
and is a statement of debt, either owed to the business or owed by the business. The left 
side of an account is the Debit, and the right side the Credit Transferring the debits and 
credits to the proper accounts in the Ledger from any other book is called Posting. 

GENERAL RULES FOR DEBITING AND CREDITING. 

1. Debit* the account that has received 2. Credit the account that has supplied 
value, because it has become indebted to value, because the business has become 

the business. indebted to it. 

♦To debit an account means to charge it with the value received. Many bookkeepers use the term 
charge instead of debit. 

TO THE STUDENT. 

Model Set. On the following four pages a set of books, consisting of a Day Book- 
Journal and Ledger, is illustrated. The object of this set is to give you a general idea of 
the arrangement and appearance of a simple set of books; also to serve as a model, which 
you are to copy a sufficient number of times to enable you to acquire a neat, business-like 
stvle of writing, to arrange your work properly, and to enable you to make good figures 
rapidly. 
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FIRST POSTING EXERCISE. 

In performing the work outlined herewith, read the first direction, then do the work as 
instructed. Bead the second direction and do the work. Continue taking up the directions 
one at a time, performing the work as directed. Consult your teacher on any point you do 
not fully understand. 

1. Copy the Model Day Book-Journal given on pages 2 and 3, on journal paper, observing 
every detail closely as you proceed. 2. Write the headings or names of accounts on ledger 
paper as you find them in the Model Ledger, given on pages 4 and 5. 3. Begin with the first 
debit, Cash, in the Day Book-Journal, trace it to the Cash account in the Model Ledger, 
after which post it to your Ledger (on the Dr. side of Cash account) as you see it in the 
Model Ledger. 4. In your Day Book-Journal, in the column headed L. P. (Ledger Polio) 
write the number (1) of the page to which you have posted, opposite the word Cash, to show 
that it has been posted. Writing the number of the page opposite an item in the Day Book- 
Journal or any other book to show that it has been posted is termed checking or post marking. 
5. Take the first credit, Wm. Wood, trace it to Wm. Wood's account in the Model Ledger, 
and post in your Ledger (on the credit side of Wm. Wood's account) as shown in the Model 
Ledger. 6. Check in your Day Book-Journal by placing 1 in the column to the left of 
Wm. Wood's name. 

Trace the second debit, Merchandise, in the Day Book- Journal to the Merchandise account 
in the Model Ledger. 2. Post to your Ledger (on the Dr. side of Merchandise account) 
referring to the Model Ledger. 3. Check in the Day Book-Journal opposite the item just 
posted. 4. Trace the credit, Cash, to the Cash account in the Model Ledger. 5. Post to 
your Ledger (on the credit side of Cash account) as shown in the Model Ledger. 6. Check 
in the Day Book-Journal opposite the item just posted. 

Trace the third debit, Expense, to the Expense account in the Model Ledger. 2. Post 
to your Ledger, observing all the details given in the previous instructions. 3. Check in 
the Day Book-Journal opposite the word Expense. Have you posted to the debit side of 
Expense account? 4. Trace the credit, Cash, to the Cash account in the Model Ledger. 
5. Post to your Ledger, referring to the entry as given in the Model Ledger. 6. Check in 
the Day Book-Journal. 

Continue until you have posted every entry in the Day Book-Journal to the Ledger, 
following the instructions as given above. Proceed to make a Trial Balance as explained on 
pages 6 and 7; after which present your work for approval. Then copy the Day Book-Journal, 
post to the Ledger and take a Trial Balance, referring to the script illustrations, carefully fol- 
lowing the style of the writing and figures, the arrangement and general appearance of same. 
Copy several times more, or until you can produce work that is satisfactory to your teacher. 
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OFFICE ROUTINE AND BOOKKEEPING. 



TRIAL BALANCE. 

You will observe that in the Model Day Book-Journal the debits and credits are equal iq 
amount — the total of the Debits is equal to the total of the Credits. This being the case, 
it is evident that if no errors were made in posting, the Ledger debits and credits must also 
be equal in amount. To ascertain whether the debit and credit sides of the Ledger are 
equal, we make a test by taking a Trial Balance. Trace the sm^ll pencil footings of each 
account in the Model Ledger to the Trial Balance given below. When there is but one item 
on either side of an account it stands to reason that no footings are required, as there is 
nothing to add, but do not fail to enter such items in the Trial Balance. Pencil foot (in 
very small, neat figures) the accounts in your Ledger, and proceed to make a Trial Balance. 
Add both sides of your Trial Balance to see that they agree, after which submit your work 
to your teacher for approval, and ask questions on any point you do not fully understand. 
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Note.— All ruling should be done in red ink unless otherwise instructed by the teacher. 

Instead of carrying the footings of the Ledger accounts to the Trial Balance, it is the 
practice among bookkeepers to carry only the balances (differences between the debit and 
credit footings) to the Trial Balance. The Trial Balance of the Model Ledger, when balances 
are used instead of footings, will appear as given on next page. Compare same with your 
Ledger balances, and employ this method when taking Trial Balances in your subsequent 
work. 



OFFICE ROUTINE AND BOOKKEEPING. 

Trial Balance, March 15, 189-. (Balance Method.) 



L.r. 

1 



Wm. Wood, 

Cash, 

Merchandise, 

Expense, 

J. W. Winter, 

8. W. Snow, 

Jas. Spring, 

Bills Receivable, 

Bills Payable, 



4676 
70 
18 



50 
1600 



6415 



00 



4925 



90 
400 



1000 



6415 



00 



Having copied the preceding Day Book-Journal, posted the Ledger and taken the Trial 
Balance the required number of times, you will lay aside your book and all of your book- 
keeping work, except one copy of your Day Book-Journal, from which you are to post up a 
Ledger and take a Trial Balance without referring to any model. After this is done, and 
you have satisfied yourself and your teacher that you can post readily and accurately, consult 
him in regard to proceeding. Your writing should show a marked degree of improvement 
by the time you have reached this point; if not, you will have to improve it, as good writing 
is one chief essential of good bookkeeping. It would be a waste of time to proceed without 
being able to do creditable work. You should establish correct habits at the very begin- 
ning. Preserve the best copy of your Model Ledger and Trial Balance, as you will need 
them later. 

Observations. — Since the primary object of business is to acquire wealth, it is the custom of most 
merchants "to close " their books once a year to ascertain whether their business for the year has been pros- 
perous or not To close the model set in a systematic manner, you would be obliged to employ the pro- 
cesses for closing books as explained on pages 88 to 40 inclusive. To acquire a thorough understanding of 
those processes, it will be necessary for you to first learn and put into practice the fundamental principles 
of making bookkeeping records as presented and explained on pages 9 to 28 inclusive. 

While you will not be able to employ the systematic processes used by the practical bookkeeper in 
determining whether Wm. Wood's business has been a prosperous one or not, you can, however, ascertain 
for yourself, by the aid of the instructions given below, what the condition of the business is. 

Looking at the first entry in the Model Journal you find that Mr. Wood put into the business $6000 in 
cash. The Trial Balance shows the amount of cash on hand at the close of the business period to be 
$4676.50, which makes it appear that there has been a loss. But you are to consider that there is now $00 
due the business from Jas. Spring; also M. Sumner's note for $1600. (See Trial Balance.) You will find 
by referring to the Model Journal that the goods purchased have not all been sold; 600 bu. Wheat have been 
bought, while 200 bu. have been sold. The remaining 800 bu., valued at 640 (the cost price), amount to 
$192. (See Model Journal.) The Oats purchased remain unsold, 400 bu., valued at 250, amount to $100. 
Of the 600 bu. Corn bought, 600 bu. have been sold; the remaining 100 bu. at 400 amount to $40. Adding 
$4676.60, the cash on hand; $60, amount due from J. Spring; $1600, amount due from M. Sumner on note; 
$192, value of Wheat unsold; $100, value of Oats on hand; and $40, value of Corn not sold, you have 
$6668.60, which would be the present value of Mr. Wood's business were there nothing due other parties. 

You will find by referring to the Trial Balance that there is due J. W. Winter $90, and S. W. Snow 
$400; also a note favor S. W. Snow for $1000, making a total of $1490. Subtracting $1490, the amount 
due other parties, from $6668.60 gives you $6168.60, the present value of the business. • 

Mr. Wood started in business with $6000; he withdrew for private use $76, thereby reducing the value of 
his interest in the business to $4926. Subtracting $4926 from $6168. 60, the present value, gives you $248.60, 
the amount gained. 



8 



OFFICE ROUTINE AND BOOKKEEPING. 



SECOND POSTING EXERCISE. 
Make a neat copy of the following Journal, post same to a Ledger, placing four accounts 
on a page; then test the accuracy of your posting by taking a Trial Balance, using the bal- 
ances instead of the footings. When completed, present to the teacher for approval; then 
preserve same for future use. g BpT 16 18g _ 



Cash, 



Jos. Winter, 



Expense, 
Cash, 



Mdse., 



Gash, 



Gash, 

Mdse., 

Mdse., 

H. M. Boyal, 

H. M. Boyal, 



KoyaJ 
Gash, 



Mdse., 

A. G. Rudolph, 

A. G. Rudolph, 

Bills Payable, 

B. Hermann, 

Mdse., 

Cash, 

B. Hermann, 

Jno. Prey, 



Frey, 
Mdse., 



Bills Receivable, 
Jno. Frey, 



Mdse., 



Jacob Hauser, 



Jno. Hauser, 
Mdse., 

Jno. Frey, 
Mdse., 

Jos. Winter, 
Mdse., 

Expense, 
Cash, 



Jos. Winter commenced business, 
and invested, 

Paid one month's rent, 

17. 
Bo't for cash 

200 yds. Broadcloth at 4.25, 
18. 
Sold for cash 

50 yds. Broadcloth at 5.00, 
19. 
Bo't on account 

800 yds. Fancy Cass, at 2.55. 
20. 
Paid on account, 



Bo't on account 

150 yds. Broadcloth at 4.80, 
21. 
Gave him my note 

on account, 
22. 
Sold on account 

80 yds. Broadcloth at 5.50, 
S3. 
Received on account, 

24 

Sold on account 

175 yds. Fancy Oasa. at 8.00, 
25. 
Received his note 

on account, 
26. 
Bought on account 

800 yds. Blk. Cass, at 2.40, 
27. 
Sold on account 

100 yds. Blk. Cass, at 8.00, 
28. 
Sold on account 

80 yds. Blk. Cass, at 8.00, 
29. 
Took for private use 

8 yds. Broadcloth at 4.25, 
30. 
Paid drayage bill, 



8500 




8500 


75 




75 


850 




850 


250 




250 


765 




765 


500 




500 


645 




645 


500 




500 


440 




440 


250 




250 


525 




525 


400 




400 


720 




720 


300 




300 


240 




240 


12 


75 


12 


6 


50 


6 



75 
50 



OFFICE ROUTINE AND BOOKKEEPING. 9 

KEEPING BOOKS FOR C. W. HAMMOND. 

You are now to become the bookkeeper for C. W. Hammond, Wholesale and Retail dealer 
in General Merchandise, 122-124 Main Street, City. Mr. Hammond, having confidence in 
your ability and integrity, gives you a Power of Attorney to transact business and sign all 
the business papers requisite to carry on the business. He will make all purchases and sales, 
and you are to receive the goods purchased, and deliver the goods sold; also, make all records 
in the books. 

Being a novice in business, you will be subject to the directions of those who are able to 
direct you. Do every thing you are told to do. Remember you are a learner, not a business 
man. Business can not be done in the school room, and is represented only to teach busi- 
ness routine and make bookkeeping more practical than it is possible without the vouchers 
(business papers) and the representatives of the commodities in which you are dealing. 

You will practically get the same experience you would get were you engaged in a real 
business, and will be confronted with the same problems that confront the bookkeeper in a 
business house. Bills of the goods bought and other business papers will be handed to you 
by the teacher, just as the letter carrier delivers the mail to the bookkeeper or manager in 
an office. These papers are similar in every respect to those used in business. All business 
papers issued are to be written up by you, and the records made in the books just as this 
work is done by the bookkeeper in business. 

The work in your books will not be like any other student's work. The capital invested 
will be different in amount. Your selling list will be assigned to you by your teacher, and 
you must adhere strictly to it if you desire to get correct results. No advantage is to be 
derived from comparing your work with that of other students, as of necessity the work is 
different. Be self-reliant and you will succeed. 

Before making an entry in your books, it will be necessary for you to determine the debit 
and credit to which the transaction gives rise. This you will do by applying the Special 
Rules for the accounts to be debited and credited, to which you will be referred by number. 
After you have made the entry, your next step will be to learn the reason for debiting and cred- 
iting as you did, which may be done by studying the General Rules for debiting and crediting. 

Carefully study the following accounts and answer the questions. 

Cash. Under this title everything considered money is to be entered; as Specie, Bank 
Bills, Checks, Bank Drafts, Postal, Express, and Telegraph Money Orders, etc. 
The Special Rules for debiting and crediting Cash are as follows: 

3. Debit Cash when it is received by the 4. Credit Cash when it is parted with by 
business. the business. 

The difference between the sides of the Cash account will show the the cash on hand. 
The credit side of this account can not be greater than the debit side, since it is impossible 
to pay out more than has been received. Cash on hand is a Resource. An account exhibits 
a Resource when it represents property on hand, or an amount owing to the business. 

TRANSACTIONS ILLUSTRATING THE CASH ACCOUNT. 

March 1. Received cash of the Proprietor, $500. March 2. Paid cash for rent, 920. 
March 3. Received cash for merchandise, $140. March 4. Paid Jas. Harris cash on account, 
$50. March 5. Received cash of John West on account, 180. 
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♦Write the above line in red ink unless otherwise instructed by the teacher. It has been a prevailing 
custom to balance accounts in red ink and to bring the balances below the ruling in black ink. There are 
many good bookkeepers, however, who use but one color of ink on their books. The tendency at the 
present time seems to be toward one color. You are to use red ink in all your work wherever directed to 
do so, unless you receive instructions to the contrary from your teacher. 

The above illustration shows that Cash account has received 9720 and parted with $70, 
leaving a balance of $650, which is a Resource. The balance as shown by the Gash account 
should agree with the actual amount on hand. 

Questions. — What is to be entered in the Cash account? What is considered money? 
When is cash debited? When credited? What does the difference between the two side* 
of the Cash account show? Is cash on hand a resource or a liability? Which side of Cash 
account must be the greater, when there is any difference? Why? 

The Proprietor's Account. The person engaging in business has an account opened 
under his own name, in which are to be entered the sum or sums by him invested or with- 
drawn, and, at stated periods, the net gain or net loss resulting from the prosecution of 
the business. The title Stock was formerly used instead of the proprietor's name. When 
several persons are engaged in a business they are known as partners, and each partner is 
credited for his investment and debited for all withdrawals. 

The Special Rules for debiting and crediting the Proprietor's account are as follows: 



6. Debit the Proprietor for his liabilities 8. 
assumed by the business. 

6. Debit the Proprietor for amounts draton 9. 

from the business for his private use. 

7. Debit the Proprietor for the Net Loss. 10. 



Credit the Proprietor for his invest- 
ment at commencing business. 

Credit the Proprietor for subsequent 
investments. 

Credit the Proprietor for the Net Cain. 



The difference between the sides of the Proprietor's account at commencing business is> 
called the Net Investment. The difference in the account at the close of business, after the 
Net Gain or Net Loss has been transferred to it, is called the Net Capital or Present Capital. 



TRANSACTIONS ILLUSTRATING THE PROPRIETOR'S ACCOUNT. 

James Munsey, Proprietor. June 1. Invested: Cash, $5,000; Merchandise per Inven- 
tory, $2450; H. J. West's note, $500. His Liabilities are: Note favor of E. W. Martin, 
$1000, with interest accrued, $60. June 15. Withdrew for private use, $75. June 30: On 
closing books the Net Gain is found to be $632. 



OFFICE ROUTINE AND BOOKKEEPING. 



11 




<^4^rz*4^zS 






j* 




(£^.&/U6*ti< 



/ 
' * < * 









a 



tcsrut+'Oe 



<?e 



%»&& 



Q^^C^€^€^^t^ 



J^0 
^,4*J-0 



r r *• * 



<r y rr^ 



fS^/ 



•To be written in red ink. 



The above account shows that the total investments are $7950, and the total liabilities 
are $1060, making a Net Investment or Capital of $6890. This Capital is diminished by the 
withdrawal of $76, and increased by the Net Gain of $632, making the Present Capital $7447. 

Questions. For what is the Proprietor credited? For what is he debited? What is 
the difference between the sides of the Proprietor's acconnt at commencing business called? 
What is the difference called after the Net Gain or Net Loss has been entered in the account? 
What title is sometimes used instead of the Proprietor's name? What is a partnership? 



Explanations in Ledger Accounts. Formerly it was the custom of bookkeepers to 
write the name of the credit account of an entry in the explanation column of the debit 
account of the same entry. Likewise in the explanation column of the credit account of an 
entry, the name of the debit account was written. As the writing of the names of opposite 
accounts in the explanation columns of ledger accounts conveys no practical information, 
and only creates unnecessary labor, it has been discontinued by progressive bookkeepers. 

Other information of a more practical character may be, and often is, written in the 
ledger accounts; such as the terms on which a bill of goods was purchased or sold, the 
amount of discount received from or allowed to a person, and the initials of the books from 
which postings are made when there is more than one book of original entry, so that refer- 
ence to the original entry can be made with ease and certainty, etc. The original part of a 
closing entry should be written in red ink to distinguish it from those items that are trans- 
ferred from other books or accounts, and should have the name of the account to which it 
is transferred written in the explanation column. The record in the account to which it is 
transferred should be made in blaci ink, and should include the name of the account which 
contains the original part of the entry. 

In posting from the books of original entry the student will observe the instructions 
given, unless otherwise directed by the teacher. 

Note.— In law the book containing the original entry is the Day Book, whether such book is the Day 
Book, so called, or the Day Book-Journal, Sales Book, Cash Book, or any other book or record. Such 
books of original entry become the basis for all explanations, and are the only business records admitted as 
evidence in court. Such records to possess value as evidence must be clear and complete and free from 
erasures. A material alteration in an entry in a book of original entry taints the record, and sometimes 
makes it worthless. When a mistake is made in a book of original entry it should be corrected in such a 
manner as will make the fact that it was a mistake apparent; in other words, the evidence of the mistake 
should be preserved. Erasing should never be resorted to in a book of original entry. 
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Selling Price Lists. 
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1.80 


1.76 


1.81 


1.77 


1.82 


1.78 


1.83 


1.79 


1.84 


1.90 


1.97 


1.91 


38 


48 


39 


50 


40 


28 


37 


30 


42 


29 


43 


31 


1.75 


1.52 


1.59 


1.62 


1.74 


1.51 


1.61 


1.58 


1.64 


1.73 


1.53 


1.65 
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25 
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28 


27} 


25} 


26 


23 


25* 
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4.02 


4.14 


4.18 
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4.38 


4.04 
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4.30 


4.12 


4.26 


4.06 


4.28 
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31 


36 


38 


32 
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48 


53 


33 


51 
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18* 


24} 
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19 
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22} 


m 


17* 


18* 


16* 


17* 
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1.65 
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1.43 
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1.71 


1.57 


1.77 


1.55 


4.50 


4.74 


4.72 


4.61 


4.52 


4.71 


4.69 


4.53 


4.65 


4.57 
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4.59 
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48} 
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44 
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48 


39 


35 
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27 


47 


29 


45 


1.41 


1.64 


1.67 


1.54 


1.42 


1.65 


1.55 


1.58 


1.52 


1.43 


1.63 


1.51 
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43 


38 
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34 
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96 


84 


92 


82 


90 
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Apples per bbl... 
Barley pefr bu. . . 
Beans per bu. . . . 
Butter per lb. ... 
Clover-s'dperbu, 
Corn per bu. _ . . 
Coffee per lb.... 
Eggs per doz.... 
Flaxseed per bu. 
Flour per bbl. . _ 

Hams per lb 

Lard per lb 

Molasses per gal. 

Oats per bu 

Peas per bu 

Potatoes per bu. 

Rye per bu 

Sugar per lb. . . . 

Tea per lb 

Wheat per bu... 



1.86 
44 

1.56 
264 

4.34 
50 
23 
21 

1.49 

4.55 

13* 
1<* 
39* 

30 
1.60 
35 
35 
06* 
37 
94 









Amounts to 


be Invested. 














1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 




8100 


7300 


9500 


7500 


7100 


8200 


7600 


8000 


8800 


7400 


8900 


8300 


7200 



C. W. HAMMOND'S BUSINESS. 

To the Student. Bear in mind that you are about to keep the books of the " business" of 
which Mr. Hammond is the Proprietor, and not merely the accounts of Mr. Hammond. The 
business receives and parts with (supplies) value, and, so far as the books are concerned, Mr. 
Hammond is merely one of the persons with whom the business has dealings. As you have 
learned, an account is kept with him, and he is credited with the capital he invests (value sup- 
plied to the business) and is charged (debited) for what he receives from the business. 
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Apples per bbl 

Barley per bn 

Beans per bu 

Batter per lb 

Clover-seed per bn 

Corn per bu 

Coffee per lb 

Eggs per doz 

Flaxseed per bo 

Flour per bbl 

Hams per lb. 

Lard per lb 

Molasses per gal 

Oats per bu 

Peas per bu 

Potatoes per bu 

Bye per bu 

Sugar per lb 

Tea per lb 

Wheat per bu 



14 15 16 17 18 19 



1.92 
32 

1.63 
27 

4.08 
43 
20 

1.75 
4.64 

1** 
09} 
42 
37 
1.53 
29 
47 
09^ 

85 



1.87 
46 

1.72 
30} 

4.22 
62 
23} 
20} 

1.61 

4.60 

. 13* 
06} 

46} 

28 

1.44 

34 

33 

06 

80 

89 



1.93 
33 

1.54 
23} 

4.48 
40 
21} 

1H 
1.35 
4.58 

n* 

13} 
44 
40 
1.62 



08 

32} 

91 



1.88 
45 

1.67 
29} 

4.16 
55 
23} 
17} 

1.67 

4.63 
16} 
07 
41} 
25 

1.49 
33 
34 
05} 
35 
86 



1.94 
34 

1.60 
28} 

4.46 
47 
20} 
20 

1.37 

4.70 

1** 
08} 
40 
33 
1.56 
27 
45 
08} 
36} 
.79 



1.89 
47 

1.68 
30 

4.44 
54 
22} 

l&i 
1.39 
4.56 

15* 
06} 

46 
26 
1.48 
32 
32 
06} 
30} 
93 



20 21 22 23 24 25 



1.95 
35 

1.71 
27} 

4.36 
46 
23} 
20} 

1.47 

4.66 

13* 
09 
44} 
34 
1.45 
26 
44 
06} 
32 



2.00 
26 

1.55 
29 

4.50 
49 
22} 
19} 

1.33 

4.62 
14} 
07} 
43 
31 

1.61 
21 
53 
07} 
33} 
87 



1.96 
36 

1.69 
28} 

4.20 
44 
21} 

17* 
1.63 
4.68 

16* 
08 
40} 
36 
1.47 



08} 

36 

81 



1.99 
49 

1.66 
24} 

4.24 
39 
19} 
19} 

1.59 

4.54 
15 
12 
39 
41 

1.50 
22 
30 
09} 
37} 
95 



1.85 
41 

1.57 
24} 

4.42 
42 
24 
18 

1.41 

4.73 
16} 

12* 
47} 
38 
1.59 
36 
38 
05} 
29 
76 



1.98 
27 

1.70 
23} 

4.10 
37 
19} 
16} 

1.73 

4.51 
17} 
13 
49 
43 

1.46 



10} 

27} 
98 





Amounts to ] 


be Invested (Continued). 












14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


25 




7900 


8600 


9200 


7700 


8500 


9400 


8700 


7800 


9100 


9300 


9000 


8400 



Having carefully studied pages 9, 10 and 11, consult your teacher in regard to proceeding, and 
answer all questions he may ask you. If you answer his questions satisfactorily, he will hand 
you the cash Mr. Hammond is to invest in the business, your Power of Attorney, and the recep- 
tacles for your business papers and merchandise, also, assign you the price list you are to use. 
Count the cash and place it in the Cash Drawer. File the Power of Attorney on the Voucher File. 

Note.— After having been assigned by the teacher the price list to be used, the pupil is advised to copy it on 
a separate sheet of paper. This will put the list in a form convenient for use, and render mistakes less liable to 
occur in making the extensions. 
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Januaey 1, 189-. 

No. 1. — Entry fob the Intestment. Determine the account to be debited by reading 
rule $, page 9. Determine the account to be credited by reading rule 8, page 10. Make 
the entry as follows on a sheet of journal paper, writing the current year on the head line and 
placing the amount of cash received, instead of $4000, in the money columns. 
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(This entry is similar to the first entry in the Model Journal.) 

Give the reason mentally for the above debit. (Read rule 1, page 1.) Give the reason 
mentally for the above credit. (Read rule 2, page 1.) Give your reasons similar to the 
following: "Cash account is debited because it has received value from the business, and is, 
therefore, indebted to it. Mr. Hammond is credited because he has supplied the value, and, 
therefore, the business is indebted to him." Be sure to give the reason every time you are 
instructed to do so. 

Carefully study the following account and be prepared to answer the questions. 

Merchandise. This title is usually applied to all goods the proprietor is dealing in as 
a business. If it is desired to show results in detail, separate accounts should be opened; 
as Flour, Corn, Wheat, etc., instead of including all under the general heading, Merchandise. 

The Special Bules for debiting and crediting Merchandise are: 

11, Debit Merchandise when received 12. Credit Merchandise when parted with 
(bought) by the business. (sold or supplied to others) by the 

business. 

Since the debit side of Merchandise shows what the goods cost, and the credit side what 
they sell for, the difference must show the Gain or Loss — providing the goods have all been 
sold. When some of the goods remain unsold, deduct their current value from the debit 
side — or add it to the credit side — and the difference between the sides, after this has been 
done, will show the gain or loss. If the credit side of the account is the larger, the differ- 
ence shows a gain; if the debit side is the larger, the difference shows a loss. Property 
remaining on hand is called an Inventory. 



TRANSACTIONS ILLUSTRATING MERCHANDISE ACCOUNT. 

May 1. Bought goods of L. Warwick for Cash, $200. May 2. Bought goods of Wm. 
Macy on account, $350. May 3. Sold John Kress merchandise for Cash, $150. May 4. 
Value of the goods on hand (Inventory), $450. 

Note. — In every computation if there is a fraction of one-half cent or more in the result, add another 
cent; if less than one-half cent, drop the fraction. 
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The above account shows that goods amounting to 9550 have been purchased, and goods 
amounting to 9150 have been sold. Since the cost is in excess of the sales, it is evident that 
there would be a loss of 9400 were there no goods on hand. Subtracting the excess of cost 
(9400) over sales from the inventory, we have a gain of 950. Why? 

Questions. To what is the title Merchandise applied? Why are separate accounts 
sometimes opened with the different articles, instead of including them all under the general 
heading, Merchandise? For what is Mdse. debited? For what credited? What does the 
difference between the debit and credit sides show? When a portion of the goods remain 
unsold, what must be done to find the gain or loss? What is property remaining unsold 
called? When the credit side of Mdse. is larger than the debit, does the difference show a 
Gain or a Loss? 

No. 2. — Cash Purchase. Mr. Hammond has bargained with your teacher for 300 bu. 
Wheat, at 600 per bu., and 200 bbls. Flour, at 94.10 per bbl. He wishes you to pay for 
same, receive the Mdse. and a receipted bill. Make the calculations to find the cost, then 
hand the required amount of cash to your teacher, and get the bill and the representative 
Mdse. Check the items of the bill (using pen and ink and placing the check marks in the 
vertical column to the left of the items) with the Mdse. to see that what is called for is 
received. Go over the calculations and the addition of the bill to see that no errors exist, 
placing a check mark to the right of every extension found to be correct. If found correct, 
write " O. K." with your initials underneath in the lower left-hand corner. Place the Mdse. 
in the "Store Room." Determine the account to be debited by reading rule 11, page H. 
Determine the account to be credited by reading rule 4, page 9. Make the entry as follows, 
substituting the correct amounts for the amounts given. 
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Give the reason mentally for the above debit. (Read rule 1, page 1.) Give the reason 
mentally for the above credit. (Read rule 2, page 1.) Fold your bill lengthwise, face out- 
ward, and write across the face "Entered," placing the date underneath. Place it on the 
Voucher File. 
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No* 3. — Merchandise Purchased for Gash. Mr. Hammond has given your teacher 
an order for 1300 bu. Corn, at 300 per bu., and 100 bbls. Flour, at $4.10 per bbl. 
Take the necessary cash, pay for it, and get the representative merchandise and receipted 
bill for same. Check the bill with the merchandise. Verify the calculations and addi- 
tion of the bill, and if found correct, O. K. it as previously instructed. Place the mer- 
chandise in the Store Boom. Debit — Rule 11, page 14. Credit — Rule 4, page 9. Make the 
entry underneath the entry for the second transaction. With the exception of the amounts, 
this entry is identical with No. 2, therefore no model is given. Give the reason mentally for 
the debit (rule 1); also for the credit (rule 2). Fold the bill lengthwise, face outward, and 
write across the face " Entered/' placing the date underneath. File the bill properly. 

Follow aU directions in the exact order in which they are given. 

No* 4. — Cash Sale. Your teacher has received an order for Flour and Wheat from an 
out of town customer. Not having either in stock, he has arranged with Mr. Hammond to 
purchase from him 50 bbls. Flour and 100 bu. Wheat at the prices given in your selling price 
list. Select the goods from the stock in the Store Boom. Make out the bill on one of Mr. 
Hammond's bill heads, using one of the bills on your Voucher File as a model. Always go 
over your calculations and addition a second time to make certain that your work is correct. 
Beceipt the bill as follows: 

"Received Payment, 

ft W. Hammond, 

per (your name). 91 

Hand the bill and the goods to your teacher. If he approves your work he will pay you; if 
not, you will have to rewrite the bill. When he has paid you, determine the account to be 
debited by reading rule 8, page 9. Also the account to bo credited by reading rule 12, page 
14. Make the entry as follows, substituting the correct extensions and amounts for the 
ones given: 









^U^f 



Give the reason mentally for the debit— Rule 1; credit— Rule 2. Place the cash in the 
Cash Drawer, recounting it before doing so. Always count cash a second time, both in 
receiving and paying it out. 

Follow the instructions of your teacher and those given herewith to the letter. All 
business papers or vouchers and merchandise representing the business transacted by Mr. 
Hammond will come to you through your teacher. Apply for the first lot. Take up each 
transaction in the order it is given. 

No. 5.— Merchandise Bought for Cash. The first bill (No. 5) represents a cash 
purchase which Mr. Hammond has made. Take the merchandise (No. 5) and check up the 
bill. Verify the calculations and addition, and if found correct, O. K. it as you did No. 2. 
Store the merchandise. Mr. Hammond's O. K. indicates that the prices are the ones agreed 
on when he made the purchase, but it does not signify that the calculations and addition 
are correct. That is left for you to ascertain. Never enter a bill that has not had the prices 
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O. K.'d by the buyer. Pay the bill, placing the cash in the Gash Paid Oat receptacle. 
In paying parties other than yonr teacher, always place the cash in this receptacle, from 
which it will be delivered to your teacher, who represents these parties. Debit — Rule 11, 
page H. Oredit — Rule 4, page 9. This entry is similar to entry for No. 2. 

Note.— The student is requested to write his address where indicated and complete the date on each 
and every voucher received. 

Give the reason mentally for the debit — Rule 1 ; credit — Rule 2. Pile the bill, following 
instructions given for No. 2. Do not proceed with the next transaction until you thoroughly 
understand this one. 

Study the following account and be prepared to answer the questions. 

Expense Account. Under this title are to be entered all amounts expended for carrying 
on the business; as rent, office books and office furniture, clerks' salaries, postage, etc. If 
it is desired to show results in detail, separate accounts must be kept with Salaries, Bent, 
Office Furniture, etc., instead of including them all under the general heading, Expense. 
When separate accounts are kept, apply the rules for Expense account, as they are subdi- 
visions of this account. 

The Special Rules for debiting and crediting Expense account are: 

13. Debit Expense when it costs the bust- 14. Credit Expense when it supplies value 
ness value. from anything previously debited to 

Expense. 

TRANSACTIONS ILLUSTRATING EXPENSE ACCOUNT. 

Oct 1. Paid rent, $12. Oct. 2. Bought two tons coal, t9.50. Oct. 3. Bought postage 
stamps, 95. Oct. 7. On selling out the business, sold the coal on hand for 96. 
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This account shows the expenditures (value received by Expense) for carrying on the 
business to be 926.50, and the amount " supplied " by selling the coal to be 96. Deducting 
the credit amount from the debit gives $20.50, the loss. Expense account generally shows 
a loss. 

Questions. What is to be entered under the title Expense? What must be done if it 
is desired to exhibit results in detail? For what is Expense debited? For what credited? 
What does Expense account generally show? 



18 OFFICE ROUTINE AND BOOKKEEPING. 

January 2, 189-. 

jfo. 6. — 0a8H Paid for Stationery and Books. Bill No. 6 is for stationery and 
books, which were received yesterday. It has been checked and 0. K.'d by Mr. Hammond, 
which shows that all the items were received by him and the prices are correct. Examine 
the bill to see that no errors exist. Pay the bill, placing the cash in Cash Paid Out. Deter- 
mine the account to be debited by reading rule 13, page 17. Determine the account to be 
credited by reading rule 4> page 9. Substituting the proper amounts, make the following 
entry: 






Give the reason mentally for the debit — Rule 1; credit — Rule 2. File the bill as pre- 
viously instructed. Consult your teacher about anything that you do not fully understand. 

No. 7. — Rent Paid in Cash. According to the terms of his lease, Mr. Hammond is 
to pay $100 per month for rent of store at 122-124 Main Street. Pay the rent for the month 
of January, placing the cash in Cash Paid Out, and take a receipt (No. 7) for same. Debit — 
Rule 13, page 17. Credit — Rule 4, page 9. This entry is similar to the entry for No. 6, 
with the exception of the explanation (Day Book entry), which is as follows: "Paid Janu- 
ary rent." Give the reason mentally for the debit — Rule 1; credit — Rule 2. Place the 
receipt on the Voucher File. Are you doing everything in the exact order indicated? 

January 3, 189-. 

No. 8. — Merchandise Sold for Cash. Mr. Hammond has sold your teacher the fol- 
lowing: 1000 bu. Oats, 1000 bu. Corn, for cash at the prices given in your selling price list. 
Follow instructions for No. 4 and make out the bill, after which deliver the goods and bill 
to your teacher, receiving the cash for same. Debit — Rule 8, page 9; credit — Rule 12, page 

14. Explanation excepted, this entry is similar to No. 4. Give the reason mentally for the 
debit (Rule 1) and credit (Rule 2.) Becount the cash and place it in the Cash Drawer. 

Study the following and be prepared to answer the questions. 

Personal Accounts. If a person buys goods from us, to be paid for at a future time, 
he receives value from the business. At the time he pays for them he supplies value to the 
business. If we buy of a person, in like manner he supplies the business with value. At 
the time we pay him, he receives value from the business. 

For personal accounts we have the following Special Rules: 

15. Debit a person when he receives value 16. Credit a person when he supplies value 

from the business on account. to the business on account. 

When a person buys goods, without paying for them at the time of purchase, the trans- 
action is said to be on account (on credit). If the debit side of a personal account is larger 
than the credit, he owes us the difference, and this difference is a Resource. If the credit 
side of a personal account is larger than the debit, we owe him the difference, and this differ- 
ence is a Liability. An account exhibits a Liability if it represents an amount owing by 
the business. Accounts with firms and corporations are considered Personal accounts. 
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Dealings with Edward P. Becker. Aug. 1. 
Aug. 2. Received cash of him on account, $25. 
$40. Aug. 4. Loaned him $30. 



Sold him merchandise on account, $65. 
Aug. 3. Received his note at 60 days for 
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The debit side of this account shows that Edward P. Becker has received value amounting 
to $95 from our business, and the credit side shows that value amounting to $65 has been 
supplied to our business by him, leaving a balance of $30, which is a resource to the busi- 
ness. Why? Never rule a personal account unless it balances. See above illustration. In 
many business houses personal accounts are never ruled. 

When personal accounts are not ruled, it is a good plan to check the payments when 
such payments equal one or more items on the opposite side. This is done by placing neat 
check marks (\/) at the time of posting on the double vertical rulings directly to the left of 
both the debit and credit items that are equal to each other, as illustrated above. 

Notb.— -In the above illustration the items that balance are both ruled and checked. Tou are to either 
check or rule the items that balance, as your teacher may direct. Do not fail to consult your teacher. 

TRANSACTIONS ILLUSTRATING A PERSONAL ACCOUNT. 

Dealings with Frank J. George. Nov. 1. Bought merchandise of him on account, $450. 
Nov. 2. Paid him cash on account, $150. Nov. 3. He sold us merchandise on account, $200. 
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The credit side of this account shows that Frank J. George has supplied value to our 
business amounting to $650; the debit side shows that he has received value amounting to 
$150- from our business, leaving a balance of $500, which is a liability to the business. Why P 

Questions. When is a person to be debited? When credited? If a person buys goods 
and does not pay for them at the time of purchase, what is said of the transaction? When 
a person's account is debited for more than it is credited, does he owe us or do we owe him? 
Is the difference a resource or a liability? How is it when the credit side of a personal account 
is the larger? Is the difference a resource or a liability? 
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January 4, 189-. 

No. 9. — Merchandise Bought on Account. This bill (No. 9) of merchandise Mr. 
Hammond has bought on account. He will owe the parties until the bill is paid. Are 
the prices correct? How can you tell? Verify the addition and calculations and 0. K. it, if 
found correct. Store the merchandise if found to agree with the bill. Debit — Rule 11 ; 
credit — Rule 16. Make an entry like the following, substituting the correct amounts for the 
amounts given: 



%(<6u^ 
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Give the reasons mentally for the debit (Rule 1) and the credit (Rule 2). This bill is 
not receipted. Why not? Fold the bill lengthwise, face outward, and write across the face 
" Entered " and the date. Place same on the Invoice File. Place all subsequent bills bought 
on account on this file. 

No. 10. — Merchandise Sold on Account. This order (No. 10) Mr. Hammond has 
secured from A. P. Batson. Make out the bill, using the prices given in your price list, but 
do not receipt it. No terms are placed on the bill when the sale is on account and the time 
is not given. Place the number (10) of the order on the bill. Go over the calculations and 
addition to see that you have made no errors. Debit — Rule 16 ; credit — Rule 12. Make 
the entry as follows, placing the correct prices, extensions and amounts instead of the ones 
given: 



^ 



k^. 
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Give the reason mentally for the debit (Rule 1) and credit (Rule 2). Select the merchan- 
dise and place it together with the bill in "Vouchers for Others" receptacle. Fold the order 
lengthwise, face outward, write across the face "Filled" and the date; after which place it 
on the Voucher File. 

January 6, 189-. 

No. 11. — Merchandise Sold on Account. Make out the bill for this order (No. 11) 
following previous instructions. Place the order number on this and every subsequent bill. 
Verify your extensions and addition. Debit — Rule 15 ; credit — Rule 12. Excepting the 
items and amounts, this entry is similar to entry for No. 10. 
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Give the reasons for the debit (Rule 1) and the credit (Rule £). File the order as pre- 
viously instructed. Place bill and the required merchandise in Vouchers for Others. 

First Report. Carefully review the General Rules for debiting and crediting and the 
classes of accounts which have been presented. Take a Report Blank and make a report of 
cash and all merchandise and vouchers intended for parties with whom the business has had 
dealings. Present same, together with the vouchers, cash, and merchandise intended for 
others, and your bookkeeping work to your teacher for inspection and approval; before so 
doing, examine every youcher carefully to see that you are not presenting work that is a 
discredit to your ability. Poor work will not be accepted; your best work will be none too 
good. Rewrite all work that is not your best before handing it in. 

If your work meets your teacher's approval, make a neat and careful transcript of your 
journal sheet into your regular Journal. When completed, present it to your teacher, and 
be prepared to answer all questions he may ask you pertaining to the Cash account, Pro- 
prietor's account, Merchandise account, Expense account, Personal accounts, and the General 
Rules for debiting and crediting. You may then take up the next transaction. 

Januaby 8, 189-. 

No. 12. — Mebchandise Puechased on Account. Bill No. 12 is bought on account. 
When the terms are not given, it is understood that the purchase is on account. Check the 
bill with the merchandise (No. 12). Verify the calculations; if everything is found to be 
correct, 0. K. it and store the merchandise. In case you discover an error, report same to 
your teacher. Debit — Rule 11; credit — Rule 16. This entry is similar to entry for No. 9. 

Give the reasons mentally for the debit (Rule 1) and credit (Rule £). File the bill, 
following instructions for No. 9. 

No. 13.— Cash Received on Account.— This cash (No. 13) is received in part pay- 
ment of the bill purchased on the 4th inst. Count it carefully. Debit — Rule S; credit — 
Rule 16. Make the entry as follows, substituting the correct amounts for the amounts given: 



6( C^T^ift^^^z^ 
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Give the reasons mentally for the debit (Rule 1) and credit (Rule 2). Place the cash in 
the proper receptacle. Write a receipt for the same, using voucher No. 7 as a model. 
Excepting the amount, your receipt should read as follows: 

I600VW- (Your placed f J AK . g, 189-. 

Received of A. P. Batson, Five Hundred -f^ Dollars, to apply 

on acct. 

C. W. Hammond, 

Place the receipt in Vouchers for Others. 
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The difference between the sides of the account will show the amount of Bills Payable 
outstanding. The amount outstanding is a Liability. The debit side of the Bills Payable 
account cannot be larger than the credit, because a greater amount cannot be redeemed than 
has been issued. Bills Payable account is debited and credited, for the face value of the bills 
(notes). The account will therefore balance when all have been redeemed. This account 
is sometimes called Notes Payable instead of Bills Payable. 



TRANSACTIONS ILLUSTRATING BILLS PAYABLE ACCOUNT. 

May 1. Gave W. W. Scott our note on account, $400. May 2. Accepted Jos. Frey's 
draft on us, $200. May 3. Gave John Hauser our note for 9350. May 30. Paid note favor 
of W. W. Scott, WOO. 
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The above account shows that notes (written promises) amounting to 9950 have been 
issued by the business, and one note of 9400 has been redeemed (paid), leaving a balance of ( 
9550 unpaid, which is a Liability. Bills Payable account is ruled or checked similar to Bills 
Beceivable account or personal accounts. 

Questions. What are included under the title Bills Payable? When is Bills Payable 
account credited? When debited? Why cannot the debit side of Bills Payable account be 
larger than the credit? What does the diflerence in Bills Payable account show? Is the 
amount outstanding a Liability or a Resource? 

January 14, 189-. 

No. 19. — Notb Given on Account. Using voucher No. 16 as a model, write a note 
for $325 favor of Kaufman, Straus & Co. to apply on account. Tour note will read as follows: 

9325^. .(Your Plaoe) , Jan. 14, 189-w 

Thirty days after date I promise to pay Kaufman, Straus & Co., or order, 

Three Hundred Twenty-five^ Dollars, in college currency, 

value received, at my office. 

No. 1. Due Feb. 13, 189-. 

C. W. Hammond, 

(your name) Attorney. 

Note.— Do not add days of grace to notes and time drafts, in this work. 
Debit— Rule 15; credit— Rule 20. Make the entry as follows: 



-?d>J^d^ U^y 
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Give the reasons mentally for the debit and credit. Place the note in Vouchers for Others. 
Replace the note used as a model. 

No. 20. — Opening an Account with the City Bank. Mr. Hammond has made 
arrangements with the City Bank of this city to deposit therein for safety and convenience 
the cash received by the business. All transactions with the bank are recorded in the Gheck 
Book. No journal entry is required when a deposit is made, the cash so deposited being 
considered practically as on hand, because it is not paid out in the sense of being disposed 
of, as the bank simply becomes the custodian of it in place of our Gash Drawer. Tou will 
now make a deposit of $5000. Count out the cash. Study the following form of deposit 
ticket, after which write one like it. Next take your Gheck Book and make a record of 
your deposit on the stub as follows: 



DEPOSIT TICKET. 



STUB OP CHECK BOOK. 



DEPOSITED 

IN THE 

— GITY BAIN 

C. W. HAMMON 

(Tmt •*■ wmm Inn). 


D. 

Attorney 
'-180 




ILczsW^'sU 








Currency « 


Dollars 


Cents. 































































Deposited. 



Date. 




Order of 



-189 



"or. 



Amount of Bill, S- 

Dittount i S- 

Amount of Check, $_ 



Deposited- 



-189— 



No.. 



Date 

Order of 



-189 



JI000 



Take the cash, deposit ticket and Pass Book to the bank. In case there is no regular 
bank, your teacher will receive your deposits and give you credit for them in your Pass Book. 
Tou will be required to write the firm's signature in a book for that purpose; as you write 
it in this book, you must always write it when signing the business papers of the firm. 
Before leaving the bank, see that you have been credited with the proper amount in your 
Pass Book. 

January 15, 189-. 

No. 21. — Merchandise Sold on Account. Make out a bill for this order (No. 21). 
Verify your calculations. What account has received value? What account has supplied 
value? In making this entry apply the General Rules for debiting and crediting. Place the 
bill and the required merchandise in the proper receptacle. File the order as previously 
instructed. 
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January 16, 189-. 

No. 22. — Check Eeceived on Account. This check (No. 22) is received in part pay- 
ment of No. 17. Examine and study the form carefully so as to be able to draw up one 
properly when required to do so. Debit — Rule 8; credit — Rule 16. This entry is similar 
to No. 13. Give the reasons mentally for debiting and crediting. Place the check in the 
Cash Drawer. Why? No receipt is necessary when payment is made by check. When the 
check is returned to the maker by the bank on which it is drawn, it is filed as evidence of 
payment. 

A Check is a written order by a depositor on his bank requesting the bank to pay a 
certain sum out of his deposit to the party named in the check. 

Second Report. Eeview the classes of accounts which have been presented and the 
General Rules for debiting and crediting. Carefully inspect all the vouchers intended for 
others and rewrite those which do not show evidence of your best efforts. Make a report, 
using a Eeport Blank, and present same, together with the business papers for others and all 
your bookkeeping work, to your teacher. 

Having had all your work approved, proceed to copy it into your regular Journal. Be 
prepared to answer all questions pertaining to the classes of accounts which have been 
presented. Having answered all questions satisfactorily, you may proceed with the next 
transaction. 

January 17, 189-. 

No. 23. — Check Given on Account. Pay Henry Knefely & Son by check $250 to 
apply on account. Take your Check Book, fill out the stub of the check as shown below, 
then write the check. 



Deposited. 

Dale 
Order oj 




Abb. 



For jZ2X^dk£*£e. 



Amount of BUI, 
Discount. 
. Amount of Ouek, 










'■■"■/ 



Tear out the check and place it in the Cash Paid Out receptacle. Always fill out the stub 
before writing a check. Subtract the amount of the check from the deposit. When Knefely 
& Son present this check at the bank it will be paid out of the deposit you have made, and in 
order to keep the amount in the bank and your Check Book balance alike, you must subtract 
every check that is issued. Make all entries for checks issued from the stubs of the checks. 
Debit — Rule 15; credit — Rule 4. This entry is similar to all entries for cash paid out. 

January 18, 189-. 

No. 24. — Merchandise Sold on Account. Bill the goods called for in this order 
(No. 24). Place the terms, "20 das.," on your bill. Recalculate the items. What account 
has received value? What account has supplied value? In making this entry apply the 
General Rules (1 and 2) for debiting and crediting. Place the bill and required merchan- 
dise in Vouchers for Others. File the order. 
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JANUARY 20, 189-. 

No. 26. — Check Eeceivbd ok Account. This check (No. 25) is in part payment of 
No. 24. What account has received value? What account has supplied it? Make this 
entry, applying the General Bales for debiting and crediting. Place the check in the Cash 
Drawer. 

January 21, 189-. 

No. 26. — Note Given in Pull of Account. Write a 30-day note in favor of Henry 
Knefely & Son for the balance due them, making it payable at Mr. Hammond's office. 
Examine it carefully to see that you have made no error. Debit — Rule 15; credit — Rule 20. 

Excepting the explanation, this entry is similar to No. 19. Give the reasons mentally 
for the debit and credit. Place the note in Vouchers for Others. 

January 22, 189-. 

No. 27. — Merchandise Purchased on Account. Check this bill (No. 27) with the 
merchandise (No. 27). Verify the calculations of the bill; if found correct, 0. K. it. Store 
the merchandise. What account has received value? What account has supplied it? In 
making this entry apply the General Eules. File the bill properly. 

January 23, 189-. 

No. 28.— Check Given in Part Payment. Pay A. Paul, Jr., $300 by check. Pill 
out the stub of the check, deduct the amount from the amount in the bank, then write the 
check. Tear it out and place it in Cash Paid Out. What account has received value? 
What account has supplied it? Make this entry from the stub of the check, applying the 
General Rules. Are you certain that you have not omitted any of the details? 

January 25, 189-. 

No. 29. — Merchandise Bought on Account. Check bill No. 29 with the merchan- 
dise (No. 29). Verify the addition and extensions of the bill. 0. K. it if no errors are 
discovered. Store merchandise. What account has received value? What account has 
supplied it? In making this entry apply the General Rules. Place the bill on the Invoice 
File. 

January 27, 189-. 

No. 30. — Merchandise Sold on Account. Bill the merchandise called for in this 
order (No. 30). Go over your calculations. Does your writing show evidence of your best 
efforts? What account has received value? What account has supplied it? In making this 
entry apply the General Rules. Place the bill and the required merchandise in the proper 
receptacle and file the order. 

January 29, 189-. 

No. 31. — Proprietor Draws Cash for Private Use. Mr. Hammond wishes $100 
for private use. Take your Check Book, fill out the stub of the check; after deducting the 
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amount write the check making it payable to C. W. Hammond. Place it in Cash Paid Out. 
Debit — Rule 6; credit — Rule 4. Make the entry as follows: 

Give the reasons mentally for the debit and credit. 

Januaby 30, 189-. 

No. 32.— Merchandise Sold ok Account. Make out the bill for order No. 32. 
Place the terms, "15 das.," on the bill. Verify your calculations. What account has 
received value? What account has supplied it? Apply the General Rules in making this 
entry. Be sure to place the bill and required merchandise where they belong and file the 
order properly. 

Jaotaby 31, 189-. 

No. 33. — Bookkeeper's Salary Paid in Cash. Pay yourself $50 by check as salary 
for the first month. Fill out the stub, deduct the amount, and write the check. Debit — 
Rule 18; credit — Rule 4. This entry is similar to entry for No. 7. Give the reasons men- 
tally for the debit and the credit. Place the check in Gash Paid Out 

No. 34.— Drayaoe Bill por the Month Paid in Cash. This bill (No! 34) is for 
hauling done for the business during the month. The bill is receipted and Mr. Hammond 
has 0. K.'d it. Pay it in currency, placing the cash in the proper receptacle. Debit — 
Rule 18; credit — Rule 4. This entry is similar to entry for No. 33. Give the reasons 
mentally for the debit and credit Place the bill on the Voucher File. 

No. 36.— Note Received on Account. This note (No. 35) is to apply on account of 
No. 32. Debit — Rule 17; credit — Rule 16. Make the entry similar to the entry for the 
16th transaction. Give the reasons for debiting and crediting. Place the note in the Gash 
Drawer. 

No. 36. — Merchandise Sold on Account. Bill the merchandise called for in this 
order (No. 36). Calculate the items of the bill a second time. What account has received 
value? What account has supplied it? Apply the General Rules and make the entry. File 
the order and place the merchandise and bill in the proper receptacle. 

No. 37. — Cash Items Deposited in Bank. You will now indorse all the checks you 
have in the Gash Drawer, by writing 

"Pay to the order of City Bank, 

0. W. Hammond, 
y£V.F..5«m« Atty" 

across the back of each check, beginning near the left-hand end. Be careful not to indorse 
the notes. Note the difference between checks and notes. Count all the currency in the 
Cash Drawer. Make out a deposit ticket, entering the amount of currency opposite the 
word " Currency. " Enter each check separately where indicated on the deposit ticket. 
Add the items, including the currency. Enter the amount of the deposit on the right- 
hand stub of your Check Book, following previous instructions; directly opposite on the 
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left-hand stub make a duplicate of the items on the deposit ticket. This is done that you 
will have a detailed record of your deposits in case you have made an error and wish to know 
of what items your deposits consist. Consult your teacher about this or any instructions 
that you do not fully understand. Take your deposit, deposit ticket, and Pass Book to the 
bank. See that you are credited with the proper amount in the Pass Book, and leave it at 
the bank to be written up. 

Third Report. Make a report on a Report Blank of all vouchers, merchandise, and 
cash intended for other parties. Present your report, together with the vouchers, etc., and 
your bookkeeping work for inspection and approval. Do not present any work which is not 
your best. Be prepared to answer any questions that your teacher may ask you on the work 
gone over. Next make a careful transcript of your journal sheet into your regular Journal; 
when completed, present your Journal for approval. 

Directions for Posting. Your next work will be to post the journal debits and credits 
to your Ledger. You have had considerable practice in posting from the Model Journal 
and the one following it. If you have been diligent and exercised a constant watchfulness 
as you proceeded, you ought to experience no difficulty, as the process is purely mechanical 
and the method never varies. However, to make certain that you will start aright, and that 
any wrong impression you have formed may be corrected, a guide for posting the work 
for this month is presented herewith. Bead the first direction, then perform the work 
exactly as directed before reading further. Bead the second direction and perform the work. 
Continue in this way until you are able to proceed without directions. 

First Entry. 1. Place your Journal and Ledger before you on the desk, turn to page 2 
of your Ledger and write Cash in a plain, bold hand on the upper line. By so doing you 
have opened the Gash account. 2. On the debit side of this account; i. e., on the left-hand 
side, enter in the date column, Jan. 1> placing the year above. 3. In the journal-page column, 
enter the page of the Journal, 1. 4. In the amount column, enter the amount invested. 
5. Turn to your Journal and enter the page of the Ledger, 2> in the column at the left of 
Gash to indicate that this item has been posted. 

1. Turn to page 1 of your Ledger. In a bold, plain hand write C. W. Hammond on the 
upper line. 2. On the credit side of the account; i. e., on the right-hand side, enter in the 
date column the date, Jan. 1, placing the year above. 3. In the journal-page column, enter 
the page of your Journal, 1. 4. In the amount column, enter the amount invested. 5. Turn 
to your Journal and enter the page of the Ledger, i, in the column at the left of C. W. 
Hammond's name as a check to indicate that the item has been posted. This completes the 
posting of the first entry. Keep a clean blotter under your hand when making records in 
your books. 

Second Entry. 1. Open an account with Merchandise at the top of page 3 in your 
Ledger. 2. On the debit side — that is, on the left-hand side — enter in the date column the 
date, Jan. 1, placing the year above. 3. Enter the journal page, 1. 4. Enter the amount. 
5. Turn to the Journal and enter the ledger page, 8, in the column at the left of Merchan- 
dise as a check to show that it has been posted. 

1. Turn to Cash account on page 2 in the Ledger and enter on the credit side; t. &, 
right-hand side, the date, Jan. 1, placing the year above. 2. Enter the journal page, 1. 
3. Enter the amount. 4. Turn to the Journal and enter the ledger page, £, at the left of 
Cash as a check. 
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Third Entby. This entry is essentially the same as the second entry, therefore, follow 
the same instructions for posting. 

Fourth Entry. 1. Turn to Gash account on page 2 in your Ledger and enter on the 
debit side; i. e., the left-hand side of the account the date, 1. 2. Enter the journal page, 1. 
3. Enter the amount. 4. Turn to your Journal and postmark as before by entering the 
ledger page, #, at the left of Cash. 

1. Turn to Merchandise account on page 3 and enter on the credit side the date, Jan. 1 9 
placing the year above. 2. Enter the journal page, 1. 3. Enter the amount. 4. Turn to 
your Journal and check opposite Merchandise by entering the ledger page, 8. 

Fifth Entry. This entry is similar to entries 2 and 3, therefore, no instructions for 
posting are given; follow previous instructions. 

Sixth Entry. 1. Open an account with Expense at the top of page 4. 2. Enter on 
the debit side the date, Jan. 2, writing the year above. 3. Enter the journal page. 4. Enter 
the amount. 5. Check in the Journal. 

Turn to the Cash account on page 2 and enter on the credit side the date, 2, the journal 
page, 1, the amount; then check in the Journal. 

Seventh Entry. Follow instructions for No. 6. 

Eighth Entry. Follow instructions for No. 4. 

Ninth Entry. On the debit side of Merchandise account enter the date; the journal 
page; the amount; then check in the Journal. Next open an account with Kedfield & Son, 
141 Dock St., City, on page 14, and enter on the credit side the date, including the year; 
journal page; amount; then check in the Journal. 

Note.— By following the directions for opening accounts as given, the accounts in your Ledger will be 
grouped under four divisions. The first, beginning on page 1, contains the Proprietor's account; the second, 
beginning on page 2, contains the Property and Loss & Gain accounts; the third, beginning on page 9, con- 
tains the Personal Accounts Receivable; and the fourth, beginning on page 14, contains the Personal Accounts 
Payable. Loss & Gain accounts are the accounts that show either Losses or Gains; Personal Accounts 
Receivable are the accounts with persons who become indebted to the business; and Personal Accounts Pay- 
able are the accounts with persons or firms to whom the business becomes indebted. It is, however, not 
absolutely necessary that the ledger accounts be grouped in the above manner. See Model ledger, pages 4 
and 5. 

Tenth Entby. Open an account with A. P. Batson, 944 Market St., City, on page 9, 
and enter on the debit side the date; journal page; the amount; then check in the Journal. 
Next, turn to Merchandise account and enter on the credit side the date, journal page and 
amount. Check in the Journal. 

Eleventh Entry. Follow instructions for No. 10. 

Twelfth Entry. Open an account with Thos. J. Johnston & Co., 715 Broadway, City, 
on the 14th line of page 14, then post the debit and credit, following instructions for No. 9. 

Thirteenth Entry. Post to the debit side of Cash account on page 2, following the 
instructions previously given. Post to the credit side of A. P. Batson's account, observing 
previous instructions. Have you postmarked both the debit and the credit in the Journal? 

Fourteenth Entry. Post to the debit of Redfield & Son's account; post to the credit of 
Cash account. Have you done everything in the exact order indicated in previous instructions? 
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Fifteenth Entry. Post to the debit of Merchandise account and check in the Journal. 
Open an account with Henry Knefely & Son, 5 E. Pratt St., City, on the 29th line of page 
14; post to the credit of their account and check in the Journal. 

Sixteenth Entry. Open an account with Bills Receivable on the 19th line of page 2 
and post to the debit side, after which check in the Journal. Post to the credit of A. P. 
Batson's account. 

Seventeenth Entry. Open an account with Frey & Thomas, 620 Jefferson St., City, 
on the 19th line of page 9 and post to the debit of their account, after which check in the 
Journal. Post to the credit of Merchandise account and check in the Journal. 

Eighteenth Entry. Post to the debit of Merchandise account and check in the Journal. 
Open an account with Kaufman, Straus & Co., Fourth Ave., City, top of page 15 and post 
to the credit of their account, after which check in the Journal. 

Nineteenth Entry. Post to the debit of Kaufman, Straus & Co.'s account and check 
in the Journal. Open an account with Bills Payable on the 31st line of page 2 and post to 
the credit of that account. Do not forget to check in the Journal. 

Twentieth, Twenty-first and Twenty-second Entries. Instructions for similar 
entries have been given. 

Twenty-third Entry. Open an account with H. B. Philips & Co., S. W. Cor. 8th & 
Main, City, on the 32d line of page 9 and post to the debit of their account; post to the 
credit of Merchandise. Do not forget to check in the Journal. 

Twenty-fourth and Twenty-fifth Entries. Instructions for similar entries have 
been given. 

Either check or rule Henry Knefely & Son's account, as it balances. Do not fail to 
either check or rule (as your teacher may direct) all personal accounts found to balance 
while posting your subsequent work. 

Twenty-sixth Entry. Post to the debit of Merchandise. Open an account with A. 
Paul, Jr., 54 Grace Ave., City, on the 14th line of page 15 and post to the credit of his 
account. 

Twenty-seventh Entry. Instructions for a similar entry have been given. 

Twenty-eighth Entry. Post to the debit of Merchandise. Open an account with 
Barlow, Henderson Co., Cor. 3d Ave. & 11th St., City, on the 29th line of page 15 and post 
to the credit of their account. 

Twenty-ninth Entry. Open an account with Harry Powell, 420 Chestnut St, City, 
on page 10. Post to the debit of his account; post to the credit of Merchandise. 

Thirtieth Entry. Post to the debit of C. W. Hammond's account; post to the credit 
of Casli. 

For the remaining entries, consult instructions for entries of a similar nature. 

Having finished the posting of your Ledger, carefully review same, placing a check (^) 
in pencil at the left of the amount of each item in the Ledger as you proceed. The points 
to be noted while reviewing your posting are as follows: 1. See that the journal debits have 
been posted to the debit side of the proper accounts in the Ledger. 2. That the journal 
credits have been posted to the credit side of the proper accounts in the Ledger. 3. That 
none of the details necessary to make the work complete have been omitted. 4. That the 
proper amounts have been posted from the Journal to the Ledger. 5. That no entries have 
been omitted. 6. That no entries have been posted twice. 
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Monthly Statements. It is the custom of business houses to render statements to 
their customers once a month. A monthly statement contains the name of the customer, 
together with his address, and a copy of the Ledger debits and credits of his account. The 
energetic bookkeeper will prepare his statements so as to have them ready for mailing or 
delivery to customers promptly on the first of each month. He, also, exercises great care in 
preparing these statements so as to make them appear as attractive as possible. 



MONTHLY STATEMENT. 
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Carefully study the form of statement given herewith. Turn to page 9 of your Ledger 
and make a statement of A. P. Batson's account, as shown in the above illustration. Be 
sure to place on the statement the two debit items left blank in the illustration. Make out 
statements against all parties who owe the business, and present them for inspection and 
approval. 

Having had your statements approved, insert them in envelopes neatly and properly 
addressed, but do not seal them. Place the envelopes in Vouchers for Others. 
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Taking a Trial Balance. Pencil foot all the accounts in the Ledger preparatory to 
taking a Trial Balance. Use a sharp pointed pencil for work of this kind, as the figures 
can be made much smaller and more legible than with a dull pointed one. Make your pencil 
footings plain and distinct, but quite small; do not draw lines in the columns to be added, 
as the size and peculiar position of the footing serves to distinguish it from the other items 
in the account. When there is but one item, no pencil footing is necessary. 

Take a journal sheet, head it as follows: Trial Balance, Jan. 81, 189-. Commencing 
with the first account in your Ledger, proceed to make a Trial Balance, using the form on 
page 7 as a Model. Gopy the number of the page on which the account is found in the 
Ledger, the name of the account, and the debit or credit balance. Compare the balance as 
shown by the Gash account with the balance of cash on hand as shown by the Check Book* 
Proceed until all the balances have been entered, after which add the sides to see if they are 
equal. If found to be equal, submit your Trial Balance for approval. Should it fail to 
balance, it will be necessary for you to go over the work and locate the error. Do not ask 
your teacher to aid you before you have made a diligent effort to find your mistakes. When 
your work is approved, place the sheet containing your Trial Balance in your Balance Book 
and proceed to take an account of the Besources and Liabilities of the Model Set as explained 
in the following paragraphs. 

Inventory of Resources and Liabilities— Model Set. As you have already learned, 
a Resource is either property on hand or an amount due the business. A Liability is an 
amount owed by the business. The difference between the Resources and Liabilities of any 
business is the Proprietor's present capital. 

The first thing to be done in ascertaining the Inventory of Resources and Liabilities is 
to find the current value of the merchandise remaining unsold. The merchandise on hand 
belonging to the business represented by the Model Set and its value is given below. 
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In business the amount of goods on hand is usually ascertained by going through the 
store, measuring, weighing, or counting the various articles, their value usually being esti- 
mated at current cost. When the merchandise inventory includes a long list of goods a 
separate book called a Stock or Inventory Book is employed. 

Having ascertained the value of property on hand, the remainder of the facts can be 
ascertained from the books, or more readily from the Trial Balance. Refer to the Model 
Trial Balance No. 2 and trace the items to the Inventory given below. Observe that Wm. 
Wood's capital, the merchandise and expense debits are not taken from the Trial Balance. 
Why not? Wm. Wood's capital is the difference between the Resources and Liabilities. 
His capital when he began business was $5000, he withdrew $75, leaving a capital of $4925. 
Subtracting $4925 from $5168.50 equals $243.50, the amount he gained. 
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The above Inventory of Resources and Liabilities gives the results of the business, but it 
does not show the sources of Losses and Gains. 

Model Balanee Sheet. To ascertain the sources of Losses and Gains it will be necessary 
to make a detailed analysis of the various ledger accounts. This will be best accomplished by 
making a Balance Sheet. Your attention is now directed to the Model Balance Sheet given 
on page 36. 

The first step to be taken is to make an exact copy of the Model Trial Balance No. 2 on 
a Balance Sheet blank, first heading it as in the Model. Before reading further you will do 
the work as above indicated. In performing this work it is of the utmost importance to yon 
that you do not merely copy the form of Balance Sheet. To do the work understanding^, 
securing a knowledge of the relations of the various accounts to the business, it is absolutely 
essential that you take each step in the order indicated, and perform the work precisely as 
directed in the instructions. 

Your next step will be to extend the Losses, Gains, Resources and Liabilities as shown by 
the various accounts, as follows: 

Cash. — Commence with Cash, it being the first account on your Balance Sheet following 
the Proprietor's account. You have on hand $4676.50, which you will extend to the Resource 
column, because property on hand is a Resource. 

Merchandise. — First enter in the Resource column the Merchandise Inventory, $332, 
as shown on page 33, because property on hand is a Resource. Make the entry in red ink, 
to distinguish it from the Resources shown by the ledger accounts. Note that the debit 
(cost) side shows a balance of $70; therefore the goods purchased amount to $70 more than 
those sold. Were there none on hand, the business would have lost $70 on merchandise- 
There is, however, a Merchandise Inventory valued at $332; subtracting $70 from the value 
of the goods on hand gives $262, the amount gained. Extend this amount to the Gain 
column. 

Expense.— The debit footing, $18.50, shows the total outlay. Extend this amount to 
the Loss column, because an account which costs more than it produces exhibits a Loss. 
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J. W. Winter. — The credit balance, $90, is the amount the business still owes him, 
which you will extend to the Liability column, because an amount owing by the business is 
a Liability. 

Note. — In extending 8. W. Snow's account, consult the explanation given for J. W. Winter, above. 

James Spring. — The debit balance, $50, is the amount he owes the business, which you 
will extend to the Resource column, because an amount owing to the business is a Resource. 

Bills Receivable. — The debit balance, $1600, shows the total amount of notes on hand. 
Extend this amount to the Resource column, because an amount owing to the business is a 
Resource. 

Bills Payable. — The credit balance, $1000, shows the total amount of notes out- 
standing. Extend this amount to the Liability column, because an amount owing by the 
business is a Liability. 

Net Gain and Present Capital. Foot the Resource, Liability, and Loss and Gain 
columns of the Balance Sheet, and extend the results as shown in the form on page 36. 

Extend into the Loss column, in red ink, the Net Gain, $243.50, which is the difference 
between the total Gains and the total Losses. 

To the Proprietor's credit balance, $4925, add the Net Gain, and extend the amount, 
$5168.50, which is the Present Capital, into the Liability column. 

The Net Gain is found, as shown in the accompanying Balance Sheet, by subtracting the 
total Gains from the total Losses, as exhibited by the different accounts showing Losses and 
Gains. As illustrated by the Inventory of Resources and Liabilities, the Net Gain may also 
be found by subtracting the Proprietor's capital on commencing from the Present Capital; 
the Present Capital at any time being the difference between the Resources and Liabilities. 

It will also be seen that the Present Capital in double entry bookkeeping may be found 
in two ways; either by adding the Net Gain to the Net Credit or Capital on commencing, 
or by finding the difference between the Resources and Liabilities, as illustrated by the 
Inventory of Resources and Liabilities. 

When the Losses exceed the Gains the difference is called the "Net Loss;" in such cases, 
when making out the Balance Sheet, the Net Loss must be deducted from the Net Credit or 
Capital on commencing, to find the Present Capital. 

When the Liabilities exceed the Resources, the Proprietor is Insolvent; i. e. 9 he is unable 
to pay what is due others. 

As the Present Capital of any business belongs to the proprietor or stockholders, it is in 
that sense a Liability to the business. This Liability, however, must not be confounded 
with the regular Resources and Liabilities, the difference between which is the Present 
Capital, or the value of the business belonging to the proprietor. 

Note.— Read Observations on page 7 if you had any difficulty in understanding the work given on pages 
88 to 85. To do so will aid you in comprehending the work on the following three pages. 
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•Net Gain, 243,60 and 33* are to be written in red ink. 

Having ascertained by the foregoing Balance Sheet the sources of Losses and Gains and! 
the true condition of the business at the present time; i. e., what the Net Gain has been, 
how much the proprietor is worth, and of what his worth consists, it is desired to make the 
Proprietor's account in the Ledger exhibit the Present Capital. 

To do this, the accounts showing Losses and Gains must be closed and the Net Gain entered 
in the Proprietor's account. It is only necessary to close the accounts which show Losses: 
and Gains, because in them have been entered all transactions making the proprietor worth 
more or less. The other accounts, those exhibiting Resources and Liabilities, simply show of 
what the Present Capital consists, and closing them would in no way affect the Proprietor's, 
account. 

Closing the Accounts Showing Losses and Gains. Following the last account 
in your Ledger for the Model Set, open an account with Loss & Gain, to which are to be 
carried the Losses and Gains from the various accounts as they are closed, and from which 
the Net Gain is to be finally transferred to the Proprietor's account. Proceed to close your 
best Ledger of the Model Set, observing the following instructions and referring to the 
Model on page 38. 
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Merchandise. — The Inventory is first to be entered on the credit side of this account,, 
that it may be added to the sales. (This is equivalent to deducting it from the debit or 
cost side.) Proceed as follows: On the credit side of the account enter the Inventory. 
Write in red ink, Mar. 15, Inventory, 882. Then to close the account, on the smaller 
side — which is the debit — enter the difference between the sides, that is the Gain. Write 
in red ink, Mar. 15, Gain, 262. Next rule and foot the account. (See Merchandise account 
closed and ruled on page 38.) 

In ruling an account, draw the red line directly on the blue line. In the double ruling, 
draw the lines as close as possible and not have them run together. Rule on the same line 
on both sides of the account, even if there be a larger number of entries upon one side than 
on the other. 

The two entries just made have put the Ledger out of balance, and, to restore the balance, 
entries for like amounts must be made on the opposite sides, as follows: First, transfer the 
Inventory below the ruling on the debit side. Write in black ink, Mar. 15, Inventory, 882* 
Next transfer the Gain to the credit side of the Loss & Gain account. Write in black ink, 
Mar. 15, Mdse., 262 (enter in page column the page of Mdse. account.) By these two 
entries we have not only placed the Ledger again in balance, but we have caused the Loss & 
Gain account to show, as it should, on the credit side, the gain produced by an account 
(Mdse.) which has been closed. 

Expense. — To close this account, on the smaller side — which is the credit — enter the 
loss. Write in red ink, Mar. 15, Loss, 18.50. (Enter page of Loss & Gain account.) 
Next, rule the account. (See Model.) Transfer the Loss to the debit side of Loss & Gain 
account. Write in black ink, Mar. 15, Expense, 18.50. (Enter page of Expense account.) 

Loss & Gain. — Having closed all the accounts which show Losses and Gains into the 
Loss & Gain account, you will now proceed to close this account. On the smaller side, 
which is the debit, enter the difference between the sides, that is the Net Gain. Write in 
red ink, Mar. 15, Wm. Wood (the page) 248.50. Next rule and foot the account. Transfer 
the Net Gain to the credit side of Wm. Wood's account. Write in black ink, Mar. 15, Net 
Gain (the page) 248.50. 

Wm. Wood's Account. — The Net Gain having been carried to it, this account now 
contains the Present Capital, and that it may be shown in a single amount, you will close 
the account. Proceed as follows: On the smaller side, which is the debit, enter the differ- 
ence between the sides, that is the Present Capital. Write in red ink, Mar. 15, Present 
Capital, 5168.50. Next, rule and foot the account. Transfer the Present Capital to the 
opposite side (credit side) below the ruling. Write in black ink, Mar. 15, Present Capital, 
5168.50. 

This completes the work of closing the accounts which contained the Losses and Gains 
growing out of the preceding business, and the Net Gain — the difference between the Losses 
shown on the debit side and the Gains shown on the credit side of the Loss & Gain account — 
has been entered in the Proprietor's account, causing it to show the Present Capital. It is 
evident that the Proprietor's account will continue to show its true relation to the business — 
that is, the Present Capital, or exact difference between the Resources and Liabilities — only 
until such time as a Gain or Loss has been produced in the course of trade; because such 
Gain or Loss is not immediately entered in the Proprietor's account, but it is permitted to 
remain in the account producing it until a general closing of the accounts showing gains or 
losses is made, such as has just been explained and illustrated. 
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Submit your Model Balance Sheet and Model Ledger, just closed, for inspection and 
criticism. 

Note. — In case your work in closing the Model Ledger is not up to the standard, your teacher will 
require you to make an Inventory of Resources and Liabilities and a Balance Sheet for the set given under 
Second Posting Exercise on page 8, after which you will close the Ledger and submit your work for 
approval. The Inventory of Merchandise consists of the following: 217 yds. Broadcloth @ 4.25; 125 
yds. Fancy Cass. @ 2.55; 120 yds. Black Cass. @ 2.40. 
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Directions for Taking Merchandise Inventory. You will now proceed to take 
an Inventory of the goods on hand (in Store Eoom) preparatory to making your regular 
Balance sheet for Mr. Hammond's business. The current cost prices of your commodities 
are as follows: Apples $1.50, Potatoes 20& Barley 250, Rye 28& Corn 300, Oats 240, Flour 
$3.75, Wheat 650. Do the work on a journal sheet before copying into your regular Journal, 
and submit it, together with the representative merchandise, to your teacher. After your 
work is approved, copy it into your Journal. Befer to the Merchandise Inventory for the 
Model Set while doing this work. 

Directions for Taking Inventory of Resources and Liabilities. Having ascer- 
tained the value of the Merchandise on hand, the remainder of the Resources and Liabilities 
you will determine from your books or from the Trial Balance. Make the Inventory of 
Besources and Liabilities, using the one given for the Model Set as a guide. The differ- 
ence between the Besources and Liabilities will give you Mr. Hammond's worth or capital. 
Subtracting his Capital on commencing from the Present Capital gives the Gain. To 
ascertain the sources of Losses and Gains, you will make a Balance Sheet. Before doing 
so, present your Inventory for approval. 

Directions for Making Balance Sheet. Head a blank Balance Sheet as follows: 
"C. W. Hammond's Balance Sheet, Jan. 31, 189-." 2. Copy the Trial Balance on the 
Balance Sheet, following the directions given for the Model Balance Sheet. (Keep Model 
Balance Sheet before you while doing this work.) 3. Extend the balance of Cash to the 
Besource column. Why? 4. Enter the Inventory of Merchandise in the Besource column 
in red ink. Ascertain the Gain by subtracting the debit balance from the value of the 
merchandise on hand. Why is this amount a Gain? 5. Extend the total of Expense 
account to the Loss column. Why? 6. Extend the credit balances of the following accounts 
to the Liability column: Bed field & Son, Thos. J. Johnston & Co., Kaufman, Straus & Co., 
Bills Payable, A. Paul, Jr., Barlow, Henderson Co. Why are these accounts extended to 
the Liability column? 7. Extend the debit balances of the following accounts to the 
Besource column: A. P. Batson, Bills Eeceivable, Frey & Thomas, H. B. Philips & Co., 
Harry Powell. Why are these balances extended to the Besource column? 8. Bule and 
foot all six of the columns as shown in the Model. 9. Subtract the Loss from the Gain to 
find the Net Gain and extend it into the Loss column in red ink, referring to the Model to 
make sure that you are arranging your work properly. 10. To the Net Credit or Capital 
on commencing of Mr. Hammond's account add the Net Gain and extend the amount, which 
is his Present Capital, to the Liability column. Present your Balance Sheet for approval. 

Directions for Closing Accounts Showing Losses and Gains. Open an account 
with Loss & Gain on page 5 of your Ledger. 

Merchandise Account. — 1. Enter the Merchandise Inventory as shown by the Inven- 
tory in the Balance Sheet on the credit side of the Merchandise account in red ink, following 
the directions as given for closing the Model Ledger. (See page 87.) 2. On the debit side 
enter in red ink the Gain, which is the difference between the sides including the Inventory, 
writing it as follows: "Jan. 31, Gain, 5," and the amount. 3. As the sides of the account 
are now equal, rule and foot same properly. (See Mdse. Acct., page 88.) 4. Transfer the 
Inventory in black ink to the debit side below the ruling. 5. Transfer the Gain to the credit 
side of Loss & Gain account; writing in black ink, "Jan. 31, Mdse., 3," and enter the amount 
in the money column. 
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Expense Account, — 1. On the smaller side write in red ink, "Jan. 31, Loss, 5," and 
the amount which is required to balance the account, which is a Loss. 2. Rule the account 
as shown on page 38. 3. Transfer in black ink the Loss to the debit side of the Loss & Gain 
account as follows: "Jan. 31, Expense, 4, 177. 00." 

Loss & Gain Account. — 1. On the smaller side enter tho difference between the sides in 
red ink, writing, "Jan. 31, G. W. Hammond, 1," and the amount. 2. Rule and foot the 
account, referring to the Loss & Gain account on page 38. 3. Transfer in black ink the Net 
Gain to the credit side of C. W. Hammond's account, writing "Jan. 31, Net Gain, 5," and 
the amount. 

0. W. Hammond's Account.— 1. On the debit side write in red ink, "Jan. 31, Present 
Capital," and the amount. 2. Rule and foot the account. 3. Bring down the Present 
Capital in black ink to the credit side below the ruling. 

Having finished closing the accounts that show Losses and Gains, check their balances as 
shown in the Ledger with those shown in the Resource and Liability columns of the Balance 
Sheet to see that you have made no errors in closing. 

Present all your books for inspection. 

While your teacher is examining your books prepare yourself for an examination upon 
the leading principles involved in the work of the foregoing pages. The following questions 
will aid you materially in this. 

Questions for Review. — What is bookkeeping? What is the object in keeping books? 
What is double entry bookkeeping? Define the Day Book-Journal. The Ledger. What is a 
debit? A Credit? What is an account? What is Journalizing? Posting? Give the general 
rules or principles for debiting and crediting. What is the object in taking a Trial Balance? 
Why is it a good plan to check over your postings before taking a Trial Balance? Why is it 
a better plan to take a Trial Balance, using the balances instead of the footings? In case 
your balance would not prove when you used the balances, would you try to get it by using 
the footings? Give your reasons for your answer. What is a Balance Sheet? What is 
the object of making a Balance Sheet? What is a Merchandise Inventory? How is the 
Merchandise Inventory ascertained? What is an Inventory of Resources and Liabilities? 
What does the difference between the total Resources and Liabilities show? When does an 
account show a Loss? A Gain? A Resource? A Liability? How is the Net Gain found? 
When would there be a Net Loss? How is the Present Capital determined? What is the 
next step after the Present Capital has been found? Why are the Loss and the Gain accounts 
in the Ledger closed? Into what account are they closed? Into what account is Loss & 
Gain account closed ? Review all the questions given under the accounts previously presented. 
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February 1, 189-. 

Continuation of Mr. Hammond's business. The amount of business transacted, 
the profits arising therefrom, and the success of the business generally, has induced Mr. 
Hammond to employ Mr. Frank Winter as salesman and receiving clerk, leaving you to 
devote your entire time to the books and office work. Mr. Winter will attend to the ship- 
ping and the receiving of all goods, 0. K. bills, and sell to customers who buy at retail. 
Mr. Hammond, as heretofore, will attend to the soliciting of orders, make the purchases, 
and attend to the financial matters pertaining to the business. Mr. Winter will take charge 
of the stock as shown by your Inventory, and you will have nothing whatever to do with the 
handling of goods. Never enter an order or bill unless it has been 0. K.'d either by Mr. 
Hammond or Mr. Winter. 

The Gash Book is now introduced as the first of labor-saving books. It is generally 
considered a subdivision of the Day Book, and takes the place of the Gash account in the 
Ledger. All cash entries are to be recorded in this book and posted directly to the Ledger 
without being carried to the Journal. (Seepages 4$ and 48.) 

The Method. Whenever cash is received, the amount is entered on the left or debit side 
(page) of the Gash Book, with the title of the account to be credited in posting, and an appro- 
priate explanation. Whenever cash is paid out, the amount is entered on the right or credit 
side (page) of the Cash Book, with the title of the account to be debited in posting, and an 
appropriate explanation. The difference between the sides of the Gash Book should exhibit, 
at any time, the cash on hand. In business it is customary to prove cash every day; t. e., 
ascertain whether the cash on hand agrees with the balance as shown by the Gash Book. 
The Cash Book is ruled daily, weekly, or monthly, usually the latter. The Cash Book is a 
great convenience in proving cash, as proving it when the cash entries are made in the 
Journal could be accomplished only with difficulty, because it would be necessary to collect 
the debit items and the credit items before their difference could be ascertained. 

Model Gash Book. Carefully study the Model Cash Book illustrated on pages 42 and 
43, make a transcript of it, and post same to a Ledger, on a sheet of ledger paper, referring 
to Ledger on pages 42 and 43, after which take a Trial Balance to test the correctness 
of the posting. You will observe that the items appearing on the debit sido of the Cash 
Book are posted to the credit of the ledger accounts; also, that the items appearing on the 
credit side of the Cash Book are posted to the debit side of the Ledger. Excepting the 
amounts, the transactions recorded in the Model Gash Book are identical with the cash 
transactions recorded in the Day Book-Journal for January. Compare the Model Cash Book 
with the cash transactions recorded in the Day Book-Journal to learn why the cash book 
items are posted to the opposite sides of the ledger accounts. As no account of Gash is 
kept in the Ledger, the Cash Book, in which all receipts and payments of cash are recorded, 
is to be considered as the Cash account in the Ledger, and in taking a Trial Balance start 
by bringing the receipts and payments of Cash, or the balance on hand, to the Trial Balance, 
just as you would were the account kept in the Ledger. Then proceed as previously instructed 
with all other accounts in the Ledger. The Ledger of itself will not balance when it does 
not contain the Cash account, so always get the balance on hand from the Gash Book, which, 
as before stated, takes the place of the Cash account in the Ledger. Submit your work to 
the teacher. (Continued on page 44.) 
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Having had your work approved, you will now balance the Cash account in the Ledger 
in red ink, writing on the smaller side, " Feb. 1, Balance to C. B.," and the amount. Rule 
the account and bring the balance to the debit side (left-hand page) of your journal sheet 
representing the Gash Book, writing in black ink, "Feb. 1, Balance on hand," and place 
the amount in the column nearest the center of the page. Write the word Cash on the top 
line of each page as you find it in the Model Gash Book. 

Call for your Pass Book at the bank if you have not already received it. Compare the 
balance in the Pass Book with the balance in the Check Book, and if found to agree, write 
in red ink " 0. E. with Bank Balance" opposite the balance in the Check Book. If there 
is a discrepancy, compare the checks returned by the bank with the amounts shown by the 
stubs to locate the error. If you fail to locate the discrepancy, consult the teacher. 

Carefully file away the checks returned by the bank on the Voucher File. Remember 
that no receipts were taken when payments were made by check, therefore you will preserve 
these checks as evidences of payment. A check paid by the bank and returned to the 
depositor is the best kind of receipt, and should, therefore, be carefully preserved. 

No. 38. — Proprietor's Additional Investment. Mr. Hammond wishes to make an 
additional investment. Your teacher will hand you the amount your price list calls for in 
the following table. Apply for same and count the cash carefully. 









Additional Amounts 


to be 


Invested. 










No. of 
Price List. 


1 


2 


3 


4 


5 


6 


7 


8 


9 


10 


11 


12 


13 


Amount. 


5000 


5800 


3600 


5600 


6000 


4900 


5500 


5100 


4300 


5700 


4200 


4800 


5900 




14 


15 


16 


17 


18 


19 


20 


21 


22 


23 


24 


25 






5200 


4500 


3900 


5400 


4600 


3700 


4400 


5300 


4000 


3800 


4100 


4700 





What account has received value? (Rule S.) What account has supplied value? (Rule 9.) 
Excepting the amount, make the entry as follows on the debit side of the Cash Book: 



O >SrC?rf4v>>7?^*?v^r?z<4f ^^y^-£^^i^ 



By this entry, Cash is debited and Mr. Hammond is credited. While the form varies, this 
entry does not differ in effect from the entry to be made in the Journal, in case there were 
no Cash Book kept. Give the reasons mentally for the debit and credit. (Rules 1 and 2.) 
Recount the cash and place it in the proper receptacle. 

No. 39.— Gas Bill for January Paid. Bead this bill, No. 39, carefully. Mr. Ham- 
mond wishes you to pay it to-day to take advantage of the discount allowed when payment 
is made on the first day of the month. Write the check for the net amount, first filling the 
stub properly, and deduct the amount from the balance in the bank. File the bill on the 
Voucher File and place check in proper receptacle. Determine the account to be credited 
by reading rule 4; the account to be debited by reading rule 13. Make the entry from the 
stub of the Check Book on the credit side of the Cash Book as follows: 
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Give the reasons mentally for the debit and the credit. 

No. 40. — Rent for February Paid. Pay the rent for the current month by check. 
Write the check, first filling the stub properly and deducting the amount from the previous 
balance. Examine your check carefully to see that you have made no errors. Tear it out 
and place it in the proper receptacle. No receipt is necessary. Why not? What account 
is to be debited? (Rule 18.) What account is to be credited? (Rule Jh) Make the entry 
from the stub of the check book on the credit side of the Cash Rook. Why? Have you 
written the proper explanation? 

No. 41. — Sale on Account. Make out the bill for this order (No. 41). Place the 
terms (15 das.) asked for on your bill. Re-calculate the items to see that you have made no, 
errors. Note the check marks to the left of the items, and Mr. Winter's initials under the 
word "Filled;" these indicate that the order has been filled and the goods sent. In making 
this entry apply the General Rules. Make the entry in the Journal, using a journal sheet 
for that purpose. Place the bill in the proper receptacle and file the order as previously 
instructed. 

No. 42. — Purchase on Account. Examine carefully bill No. 42 and go over the calcu- 
lations. Note that the items have been checked off by Mr. Winter, which indicates that all 
the goods called for have been received by him. Mr. Hammond's 0. K. and check marks 
opposite the prices indicate as usual that the prices charged are satisfactory to him. He 
does not examine the extensions and additions of the bills; that is the duty of the book- 
keeper. You will 0. K. the bill as usual if the calculations prove to be correct. Apply the 
General Rules for debiting and crediting, and make the entry in the Journal. File the bill 
properly. 

No. 43. — Sale on Account. Bill the goods called for in this order (No. 43). Go 
over your calculations a second time. Mr. Winter's check marks and initials under " Filled " 
indicate that the goods have been sent. Never make out a bill for an order that is not 
checked off, as that clearly indicates that it has not been filled. Apply the General Rules 
for debiting and crediting and make the entry in the Journal. Place the bill in the proper 
receptacle and file the order. 

February 2, 189-. 

No. 44.— Purchase on Account. Examine this bill, verify the calculations and 0. K. 
it. Are the items checked off in the vertical column to the left of the items, and has it 
been 0. K.'d to show that the prices are correct and all the goods have been received? Never 
enter a bill that is not checked off and 0. K.'d, as there is nothing to indicate that the goods 
have been received, as two or more bills may be sent for the same lot of goods, or the bill 
sent and the goods not delivered by oversight. Were you to credit the parties for every bill 
sent, you would very likely pay out money for goods that were not received. Apply the 
General Rules for debiting and crediting and make the entry in the proper book. File the 
bill. 
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No. 45. — Cash Received on Account. This check is in part payment of bill sold 
on the first inst. What has been received? Who supplied it? Note the indorsement on 
the back. The indorser is the one who supplied value to the business. Apply the General 
Rules for debiting and crediting and make the entry on the debit side of the Gash Book as 
follows: "2, T. A. Cooke, on acct.," and the amount. Why is this entry made on the 
debit side of the Cash Book? Place the check in the Cash Drawer. 

No. 46. — Cash Received in Full of Account. Check No. 46 is in full payment 
of balance due by the party who sends the check. Refer to his account in your Ledger and 
see if the amount named in the check is the amount required to balance the account. Report 
to your teacher if you find that there is a discrepancy. What account has received value? 
(Rule 8.) What account has supplied it? (Rule 16.) Explanation excepted, this entry is 
similar to the entry for No. 45. The explanation should read "in full of acct." Place the 
check in the proper receptacle. 

Februaky 3, 189-. 

No. 47. — Deposit. You will now make a deposit. Count the currency in your Cash 
Drawer, fill out a deposit ticket, entering the amount opposite the word " Currency." Indorse 
the checks as instructed on page 28, and enter each separately where indicated on the deposit 
ticket. Foot the items, then carefully recount your currency and checks and re-add the 
items to make certain that there is no error. Enter the total amount of your deposit on the 
right-hand stub of your Check Book and add it to the last balance. On the left-hand stub 
make a copy of the items (names and amounts) on your deposit ticket, so that reference can 
be made to them when desired. Take your deposit together with your Pass Book to the bank. 

No. 48. — Cash Paid on Account. Pay Thos. J. Johnston & Co. by check $750 to 
apply on account. First fill the stub, deduct the amount from the previous balance, then 
write the check. Examine it carefully to see that you have made no mistake. Place it in 
the proper receptacle. Who has received value? What account has supplied it? Make the 
entry on the right-hand side of the Cash Book as follows: "3, Thos. J. Johnston & Co., 
on acct, 750. " Give the reasons mentally for the debit and credit. Why is this entry made 
on the credit side of the Cash Book? 

February 4, 189-. 

No. 49. — Cash Paid in Full op Account. Turn to Barlow, Henderson Co.'s acct. 
in your Ledger and ascertain the amount the business owes them. Fill the stub of the Check 
Book, deduct the amount, then write the check for the balance due them. Examine it care- 
fully to see that it is correct, then place it in the proper receptacle. Who has received value?" 
What account has supplied it? Make the entry on the credit side of the Cash Book, similar 
to the entry for No. 48. The explanation should read " in full of acct." Why is this entry- 
made on the credit side of the Cash Book? 

No. 50. — Purchase on Account. Examine this bill to see if all of the goods have 
been received. How can you tell? Are the prices correct? Go over the calculations of the 
bill and if found correct 0. K. it as per previous instructions. Make the entry in»the Journals 
applying the General Rules for debiting and crediting. File the bill properly. 

Proving Cash. In small pencil figures, foot the sides of your Cash Book. Deter- 
mine the balance by subtracting the credit from the debit footing. See if this balance agrees- 
with the amount on hand, as shown by the check book stub, plus the amount in the Cask 
Drawer. Always exercise the utmost care in proving Cash so as not to make an error. 
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Fourth Report* Fill a report blank properly and hand it together with the vouchers 
and cash for others to your teacher. Have your cash book and journal sheets examined 
and approved. Copy them into your regular Cash Book and Journal. Be- write any of the 
vouchers that your teacher may reject on account of errors or poor appearance of work. 

Posting. Open an account with T. A. Cooke, Cor. 8th & Market Sts., City, on the 
15th line of page 10 of the Ledger; on page 16 open an account with Ballard & Ballard 
Co., Cor. 10th & Main Sts., City; on the 30th line of page 10, with J. E. Grimm, 948 State 
St., City; on the 14th line of page 16 with J. J. Disosway & Co., City. Post the items in the 
Day Book-Journal to the Ledger as previously instructed, and place the letter "J" in the 
explanation column of the Ledger accounts with all items posted from the Journal, to distin- 
guish them from those to be posted from the Cash Book. Post your Cash Book next, making 
certain that you carry the items on the debit side to the credit side of the Ledger and the 
credit items to the debit side of the Ledger. Place the letter " C " in the explanation column 
of the ledger accounts with all items that are posted from the Cash Book, to distinguish them 
from those that are posted from the Journal. Check over your posting carefully to make 
sure that you have made no errors. Present your Ledger, Journal and Cash Book for inspec- 
tion. If your work meets with approval you will proceed with the following transactions. 

February 5, 189-. 

No. 51. — Cash Sales, Betail Department. This cash Mr. Winter turns over to you 
as the amount received from cash sales for the week in the retail department. Count it 
carefully. What account receives value? (Rule £.) What account supplies it? (Rule 12.) 
Make the entry on the debit side of the Cash Book, writing "Feb. 5, Mdse., retail sales, 
50.25." Place the cash in the Cash Drawer. 

No. 52. — Sale on Account. Examine this order to see if it has been filled. Make 
out the bill. Re-calculate the items of the bill. Apply the General Rules for debiting and 
crediting and make the entry. Place the bill in the proper receptacle and file the order. 

No. 53.— Cash Received on Account. This check is to apply on account. What 
account has received value? What account has supplied it? Make the proper entry in the 
Cash Book. On which side is the entry made? Why? Place the check in the proper 
receptacle. 

February 6, 189-. 

No. 54. — Deposit. Make a deposit of all currency and checks on hand, following instruc- 
tions for No. 47. Have you made a detailed record on the left-hand stub of the Check Book? 

No. 55.— Cash Paid in Full of Account. Turn to Thos. J. Johnston & Co.'s account 
in the Ledger and ascertain the amount the business owes them. Take your Check Book, fill 
the stub, deduct the amount from the last balance and write the check. Carefully examine 
it and place it in the proper receptacle. Apply the General Rules for debiting and crediting, 
and make the entry similar to the entry for No. 49. Why is this entry made on the credit 
side of the Cash Book? 

February 7, 189-. 

No. 56. — Note Received on Account. This note is to apply on account. Examine 
it carefully. Apply General Rules and make the entry. Place the note in the Cash Drawer. 
Is a note cash? 
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February 9, 1S9-. 

No. 57. — Cash Received for Note Due To-Day. This check is in payment of note 
due to-day. You will find the note in the Cash Drawer. Cancel the note by writing "Paid, 

Feb. 9, 189-, C. W. Hammond, .Qr^rjiame) f Attorney," across the face, and 

place it in Vouchers for Others, from where it will be delivered to Mr. Batson, who will hold 

it as a receipt. 

February 11, 189-. 

No. 58. — Note Given on Account. Write a note at 60 days for $825, favor Ballard 
& Ballard Co., payable at City Bank, to apply on account. Notes made payable at the bank 
will be paid out of C. W. Hammond's deposit when due, the same as a check. Examine it 
very carefully. What account is to be debited? (Rule 15.) Credited? (Rule 20.) Make 
the proper entry, being careful to give the correct explanation. Place the note in the proper 
receptacle. 

No. 59. — Cash Paid in Full of Account. Consult Bedfield & Son's account in the 
Ledger and ascertain the amount the business owes them. In your Check Book fill the stub, 
deduct the amount and write the check for the balauce due them. Carefully examine it and 
place it in the proper receptacle. Make the entry from the stub, applying the General Kules. 
This entry is similar to entries for Nos. 49 and 55. 

February 12, 189-. 

No. 60. — Cash Sales, Retail Department. Mr. Winter turns over to you the cash 
received from sales at retail. Count it carefully. This entry is similar to entry for No. 51. 
Where will you place the cash? 

No. 61. — Deposit. Deposit all the cash in the Cash Drawer, observing instructions in 
detail as given for No. 47. Be sure that you omit nothing. 

February 13, 189-. 

No. 62. — Sale on Account. Order No. 62 has been filled. Make out the bill, placing 
the terms, "20 das.," where indicated. Go over the extensions and addition. Apply the 
rules and make the entry. Place the bill in the proper receptacle. File the order. 

No. 63.— Note Due To-Day Paid by Check. Kaufman, Straus & Co. have left their 
note due to-day with your teacher for collection. Fill the stub properly, deduct the amount, 
and write the check, making it payable to Kaufman, Straus & Co. Take the check to the 
teacher and get him to cancel the note. File the note as a receipt. Make the entry from the 
stub of the Check Book. Debit — rule 19; credit — rule i. In what book is the entry made? 

February 14, 189-. 

No. 64. — Note Received on Account. This note is in part payment of what the 
maker owes the business. Carefully examine it. Make the entry, applying the General 
Rules. Place the note in the Cash Drawer. 

Proving Cash. Add the sides of your cash book sheet in neat pencil figures and ascer- 
tain whether the balance agrees with the amount on hand (in the bank). If found to agree, 
balance, rule (in red ink) and foot the Cash Book as shown in the Model on pages 42 and 43. 
Bring the balance down below the ruling in black ink. 
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Fifth Report. Make a report on a report blank and hand same to your teacher, together 
with your cash and vouchers for others. Eewrite all vouchers that do not meet with approval. 
Submit your cash book and day book-journal sheets for inspection and approval. Copy 
them into your regular Cash Book and Day Book-Journal, then balance and rule the Cash 
Book. In doing this, observe any suggestions your teacher made while examining your work. 

Posting. Post all items from the Day Book-Journal to the Ledger, as previously 
instructed, placing the letter "J" in the explanation column. Post from the Cash Book, 
using the letter " C " as explanation to indicate that the items came from the Cash Book. 
Be sure to post the items on the debit side of the Cash Book to the credit of the proper 
accounts in the Ledger; also post the items on the credit side to the debit of the ledger 
accounts. Do you clearly comprehend why this is done? After the posting is completed, 
check over your work as you have been previously instructed. 

Trial Balance. As the Cash Book takes the place of a part of your Ledger — the 
Cash account — it will be necessary to treat it as you would the Cash account in taking a 
Trial Balance. On a journal sheet start your Trial Balance with Cash, bringing in the 
balance as shown by the Cash Book. Proceed as previously instructed with all accounts in 
the Ledger that do not balance. Foot the sides. When found to be equal, submit your 
Trial Balance to your teacher for approval. Never ask anyone to assist you in finding errors 
in your trial balances until you have made every effort to find them yourself. 

Errors in Trial Balances. Much time is spent in correcting errors that are due, not 
to a lack of knowledge of the work in hand, but simply to lack of care. A bookkeeper must 
learn to find mistakes, although a constant effort should be made to avoid them. If the 
Trial Balance does not at first balance, he should not be discouraged, for a systematic search 
will always disclose the error. The instructions given below should be followed explicitly 
and in the order given. Poor figures cause many of the errors in bookkeeping. Errors may 
be made because figures are improperly formed, and therefore are misread; figures may not 
be written in columns, thus causing mistakes in addition; or corrections may be carelessly 
made, rendering the figures illegible. A good bookkeeper will make good figures. The 
acquiring of a habit of accuracy is one of the valuable things that bookkeeping teaches, and 
a constant effort should be made to improve in this particular. A permanent record of 
errors, kept perhaps on one of the fly leaves of a text-book, will be of value in showing 
what errors you are most liable to make, and thus enable you to guard against them. 

To Find Errors when the Trial Balance Does Not Balance. 

First. — Beview carefully the addition of the Trial Balance. 

Second. — Find the exact amount out of balance. Look for this amount in the Journal, 
and in all other books from which posting is done; also, look for one-half the amount, and 
see if such amounts arc posted correctly. 

Third. — Review the additions of the Ledger accounts, and see if all footings have been 
transferred correctly from Ledger to Trial Balance. 

Fourth.— See if all previous balances and inventories have been brought down below the 
rulings on the proper side. 

Fifth. — See that no amount has been entered on the wrong side, omitted, or entered twice 
in the Trial Balance. 

Sixth. — Check the posting in the order of dates, beginning at date of last Trial Balance, 
as follows: 

(a) See that the Journal entries of each transaction balance; 
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(b) Check each entry in Ledger, in the order of original posting, as found to be correct. 
Place a check mark in pencil, thus, \/, in the Ledger against each item examined and found 
to be correctly posted. (Sharpen your pencil and make very small, light check marks that 
may afterwards be erased.) Never review the posting without checking in the Ledger. The 
probable location of an error may frequently be determined by its amount. An error of 
several thousand dollars could only be in accounts containing large amounts, or a balance 
placed on the wrong side, or the omission of an account. An error of only a few cents is 
likely to be in Interest or Discount, or the omission of the cents in posting some account. If 
the amount out of balance is exactly 1.00, 10.00, 100.00, 1000.00, etc., the error is usually 
in addition. If the amount out of balance is divisible by nine, the error may be a transpo- 
sition of figures. 

In case it becomes necessary to review and check the posting, and an error is found in 
this process, but which is not the amount required to make the trial balance prove, correct 
.the error thus discovered; then find the exact amount still required to make the Ledger 
balance, and again apply the short tests given above before going on with the examination 
of the posting. Continue in this way until the Trial Balance balances. 

Correction of Errors. The manner of correcting an error depends upon the nature 
of it, and upon the book in which it appears. As a rule, erasures should not be made in 
any of the books, and particularly in the books of original entry. 

In case of an error, consult the teacher for instructions regarding its correction. 

When your Trial Balance has been approved, copy it into your Trial Balance Book, but 
do not make an Inventory of Resources and Liabilities, and Balance Sheet. 

Trial Balances and Balance Sheets in Business. In business it is customary to 
take a Trial Balance once a month, and to make an Inventory of Resources and Liabilities 
and a Balance Sheet to ascertain the gain or loss and the true standing of the business once 
or twice a year. To give you ample practice in taking Trial Balances and making Balance 
Sheets, you will be required to perform these operations oftener than is necessary and cus- 
tomary in business. 

Carefully read and study the following, preparatory to the continuation and handling of 
the new features of the business. 

Classification of Orders. Our written order requesting our bank to pay money out 
of our deposit to some person named therein is called a Check. Ton have already become 
acquainted with this class of orders. 

Our written order requesting a person to deliver goods or valuables of any kind to some 
person (either himself or some one else) named therein is called an Order. You are also 
familiar with this class of orders. 

Our written order requesting a person (usually some one who owes us) to pay to some 
person (either ourselves or some one we owe) named therein is called a Draft. 

A bank or banker's written order requesting some other bank or banker to pay money to 
some person named therein is called a Bank Draft or Bill of Exchange. 

Drafts. A draft is a written order on a person requesting him to pay a certain sum of 
money to another person. A draft differs from a check in that it is drawn on an individual, 
while a check is drawn on some bank or banker. When a bank or banker draws a draft on 
another bank or banker it is known as a Bank Draft or Bill of Exchange. 

When Payable. There are two kinds of drafts. Those payable when made, are termed 
sight drafts or demand drafts; those payable at some future time are termed time drafts. 
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Object. The primary object of drafts is to facilitate the collection and payment of debts, 
and obviate the inconvenience, expense, risk and delay incident to transmitting money from 
place to place. 

Form of Draft. The following is the form of draft in common use. 



In the above draft Martin Williams requests Edward Small to pay George W. Muster $500. 
The presumption is that Small owes Williams or Williams would not request him to pay 
Muster, whom Williams must be owing or he would not order the money to be paid to him. 

Martin Williams is the drawer of the draft, Edward Small is the drawee, and George W. 
Muster, the payee. The drawer is the one who gives the order, the drawee is the one on 
whom it is drawn and who is expected to pay to the payee, who is to receive the money. 

When Martin Williams mails this draft to Geo. W. Muster, of San Francisco, he debits 
Geo. W. Muster on his books and credits Edward Small, because Muster will receive value, 
and Small will supply value when he pays the draft. 

When Muster receives the draft he takes it to Small, who resides in the same city, and 
receives the cash for same. On his books he will debit cash and credit Williams, because 
Williams ordered the value to be supplied to him. It would have been impossible for him 
to get money from Small without Williams' order, because Small is not one of Muster's 
debtors. 

Small will debit Williams because he paid a debt for him, thereby indirectly supplying 
value to him, and credit cash. 

Note. — If for some reason Small were to refuse to pay the draft, neither Small nor Muster would make 
any records on their books. Muster would mail the draft to Williams, stating that payment was refused. 
Williams would then be obliged to make an entry, crediting Muster and debiting Small, to cancel the entry 
made when the draft was sent. 

The General Rules for debiting and crediting are to be applied to all drafts. 

Special Instructions for Debiting and Crediting Drafts, (a) As you have 
already learned, when you give your check to a person, that person is debited, because he 
received the value, and Cash account is credited, because it supplied the value out of your 
deposit in the bank on which the check was drawn. Likewise when you order (draw a draft 
on him) one of your debtors to pay one of your creditors a certain sum of money, you debit 
the creditor because he receives the value, and credit the debtor because he supplies it. Apply 
these instructions to No. 66. 
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(b) When yon draw a draft on one of yonr debtors payable to yourself and leave it at the 
bank for collection, yon make no entry until the bank notifies you that the amount has been 
collected and placed to your credit, when you will debit Cash because that account received 
the value, and credit the party from whom the account was collected because he supplied 
the value. Should the bank fail to make the collection, no entry will be necessary. Apply 
these instructions to No. 151. 

(c) When you receive a time draft drawn on some person and accepted by that person, and 
endorsed over to you by the payee (the one to whom it is payable), it is a written promise to 
pay you a certain sum of money. You debit Bills Receivable because that account received 
the value, and credit the party (the payee) who endorsed the draft because he supplied the 
value to your business. Apply these instructions to No. 116. 

(d) When one of your creditors orders you (draws a draft on you) to pay a certain sum 
of money to some person named therein, it is nothing more than his request; when you pay 
it, the creditor who ordered you to pay it is debited because indirectly he received the value, 
and Cash account is credited because it supplied the value. When it is payable to himself 
the same rule applies, the only difference being that he receives the value directly instead of 
indirectly. Apply these instructions to No. 89. 

(e) When one of your creditors orders you (draws a draft on you) to pay a certain sum 
of money at a future time to some person named therein and you promise (in writing) to pay 
it, it becomes a Bills Payable. The party ordering you (drawing on you) to pay it is debited 
because either directly or indirectly he received the value — directly when payable to him- 
self and indirectly when payable to some one else — and Bills Payable is credited because 
that account supplied the value. To promise to pay a draft in writing is to write across the 
face of the draft "Accepted," the date and your signature, which is equal in effect to giving 
a party your promissory note. It is customary to write the acceptance in red ink, although 
there is no necessity for so doing. Apply these instructions to No. 119. 

The Bank Draft. When you wish to remit to a party in some distant place in pay- 
ment for goods, and the party does not know of your financial standing, it would not be wise 
to send your check, as the party, not knowing that you have sufficient funds in the bank to 
pay the check, would hesitate and possibly refuse to accept it as payment, or would have the 
check collected by his bank before he would send the goods ordered. This would cause 
delay, inconvenience and annoyance. The better plan is to make your check payable to 
"New York Exchange" (or exchange on some other city, depending on where your bank has 
a correspondent), take it to your bank and receive a bank draft for same, and send it to the 
party from whom you desire to purchase. This will be accepted, although you are a stranger 
to him. 

Suppose you wish to purchase 10 brls. New Orleans Molasses from Edwin J. Wright, of 
New Orleans, and the cost of same is $120. You will write your check for $120 payable to 
"Philadelphia Exchange," favor Edwin J. Wright; taking'the check to the bank which in 
the illustration given on the next page is the German National Bank, you will receive a 
bank draft similar to the following: 
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In the above the German National Bank, through its cashier, orders the Central National 
Bank of Philadelphia to pay $120 to Edwin J. Wright. This will be accepted by Mr, Wright, 
as his bank will receive it on deposit or cash it unhesitatingly, knowing that it will be paid 
by the Central National Bank of Philadelphia when presented. This bank draft is known 
as "Philadelphia Exchange" instead of "New York Exchange," as it is drawn on a Phila- 
delphia bank. The German National Bank would not have drawn on the Central National 
Bank did it not have money on deposit there against which it may draw for the accomoda- 
tion of its depositors, as illustrated in the above case. In this case the Central National 
Bank is known as the correspondent of the German National Bank. Sometimes banks make 
a slight charge for selling exchange; in that case, debit Expense for the charge. If desired 
to show results in detail, an account must be opened with Exchange. 

No. 65. — Sale on Account. This order has been filled. Bill and enter same. Apply 
rules 1 and 2 in making the entry. Go over your calculations before placing the bill in its 
receptacle. File the order properly. 

February 15, 189-. 

No. 66. — Order on a Debtor to Pay a Creditor. Turn to A. Paul, Jr.'s account 
in the Ledger and ascertain the amount the business owes him. Take a blank form and 
write a draft, ordering A. P. Batson, who owes the business, to pay to A. Paul, Jr., at sight, 
the amount the business owes Mr. Paul. Examine it carefully to see that you have made 

Batson the drawee, Paul the payee, and C W. Hammond, <^£.™*™?. ) . Atty., 

the drawer. By this operation the business ceases to owe Mr. Paul and Mr. Batson ceases 
to owe the business the amount named in the draft. Determine the accounts to be debited 
and credited by reading "a" under the instructions for debiting and crediting drafts, page 51. 
Make the entry, debiting the payee and crediting the drawee. Why? Write for explanation 
the following: "Drew draft on A. P. Batson favor A. Paul, Jr." Place the draft in an 
envelope and address it to A. Paul, Jr. Do not seal it. Place the envelope in Vouchers for 
Others. When Mr. Paul receives this draft he takes it to Mr. Batson and receives the amount 
called for. 

Note.— It has been pre-arranged by Mr. Hammond that Mr. Batson is to pay the draft and Mr. Paul 
has agreed to accept it. It would be very unbusinesslike to draw on a debtor in favor of a creditor unless 
there is some assurance that the draft will be honored when presented. 
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February 16, 189-. 

No. 67. — Purchase on Account. Examine this bill. Have all the goods been received? 
Are the terms and prices correct? How can you tell? Test the calculations, and if found 
correct, 0. K. it and make the proper entry, applying the General Rules. 

No. 68. — Sale on Account. If this order has been filled, make out the bill and enter 
in your Journal, applying the General Rules. Re-calculate the items of your bill and place 
it in the proper receptacle. Have you filed the order? 

No. 69. — Draft Requesting a Debtor to Pay a Creditor. H. B. Phillips & Co. 
are willing to honor (pay) our draft on them for the amount they owe the business. Turn 
to your Ledger and ascertain the amount. Using a blank form, write a draft requesting them 
to pay that amount to Kaufman, Straus & Co., whom the business owes. Inspect the draft 
critically. Who receives value by this operation? Who supplies the value? Read "a" 
under instructions for debiting and crediting drafts, page 51, and make the entry. This 
entry is similar to entry for No. 66. Place the draft in an envelope and address it to Kauf- 
man, Straus & Co. Place the envelope in the proper receptacle. 

February 17, 189-. 

No. 70. — Note Given on Account. Write a note favor of J. J. Disosway & Co. for 
one month for $1250, making it payable at the City Bank. Critically examine the note. 
Debit — rule 15; credit — rule 20. Make the entry, being careful to give the proper expla- 
nation. Place it in the proper receptacle. 

No. 71. — Draft on a Debtor to Pay a Creditor. Turn to Kaufman, Straus & Co/s 
account in the Ledger and ascertain the amount the business owes them. Do not fail to 
deduct the amount of the Journal entry on the 16th inst., as that entry has not been posted. 
Mr. T. A. Cooke has agreed to honor (pay) our draft on him for any amount he owes the 
business. Draw a draft on him at sight for the amount the business owes Kaufman, Straus 
& Co. Examine your draft carefully; read "a" under instructions for debiting and cred- 
iting drafts, page 51, and make the entry. This entry is similar to entries for Nos. 66 and 69. 

February 18, 189-. 

No. 72. — Sale on Account. Bill the goods called for in this order if they have been 
sent. How can you tell? Make the entry, applying rules 1 and 2. Re-calculate the items 
on the bill, then place it in the proper receptacle. File the order. 

No. 73. — Cash Sales Retail Department. Mr. Winter turns over to you this Cash 
(No. 73), being the amount received from cash sales in the retail department. Count it 
carefully and make the entry in the proper book, applying rules 1 and 2. Place the Cash 
in the Cash Drawer. 

Study the following and be prepared to answer all the questions. 

Interest and Discount. Interest is the compensation received or paid for the use of 
money when or after it is due. Discount is the compensation received or paid for the use 
of money before it is due. The object of this account is to show the gain or loss resulting 
from loaning or borrowing money, or discounting and buying Commercial Paper. By Com- 
mercial Paper is meant notes, drafts, etc. The Special Rules for debiting and crediting 
Interest & Discount are: 
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2L Debit Interest & Discount when either 22. 
costs the business value. 



Credit Interest & Discount when either 
supplies value to the business. 



When the debit side of the account is the larger the difference is a Loss; when the credit 
side is the larger the difference is a Gain. The above rules for debiting and crediting will 
apply also to Exchange, Premium, Collection, Storage, Commission — in fact to all allowance 
accounts. It is customary to keep Interest and Discount in one account, although some 
prefer to keep an account with Interest and another with Discount. 

Note. — In calculating interest and discount the rate to be employed is 6£, and days of grace are not to 
be considered. 

TRANSACTIONS ILLUSTRATING INTEREST & DISCOUNT ACCOUNT. 

Jan. 1. Paid interest on note favor Joseph Winter, $6.25. Jan. 2. Received cash for 
interest on John Keller's note, $7.20. Jan. 8. Purchased a note from Jos. Frey for $400, 
less discount to maturity, $3.80. Jan. 12. Discounted my note at bank for $6000, the dis- 
count being $5.60. Jan. 18. Received cash from H. Stadler for his note due to-day, $800, 
and interest, $48. Jan. 23. Paid annual interest on my note favor Martin Schwartz, $21. 
Jan. 26. Purchased a note from August Schreiber for $650, less discount to maturity, $4.60. 
Jan. 30. Discounted Jacob Hauser's note at bank, the discount being $6.75. 
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♦To be written in red ink. 

The debit side of the above account shows that Interest & Discount has cost the business 
value to the amount of $39.60; the credit side shows that value has been supplied to the 
business to the amount of $63.60; the difference between what has been supplied (63.60) 
and what has been paid out (39.60) is $24, which is a Gain. In case more has been paid out 
than has been received, the result is a Loss. 

Questions. What is Interest? What is Discount? When is Interest & Discount account 
debited? When credited? When the debit side of the account is the greater, is the differ- 
ence a Loss or a Gain? To what other accounts will the above rules apply? What is the 
object of keeping the Interest & Discount account? 
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No. 74. — Note Discounted at Bank. Mr. Hammond wants you to have discounted 
at bank H. B. Phillips & Co.'s note of the 31st ult. Take the note from your Cash Drawer 
and find how many days it has to run, including the day it falls due. Calculate the discount 
at 6# for the number of days it has to run. Endorse the note in blank (on the left-hand 

end); t. *., write " C. W. Hammond, ft!?" "■£*> .. Atty." Take it and your 

Pass Book to the bank. The bank will discount it (purchase it, less the discount to maturity). 
Tell the clerk what the discount amounts to, and have him enter the amount of the proceeds 
in your Pass Book. Having received the proper credit in your Pass Book, return to your desk 
and enter the following on the left-hand stub of the Check Book: "Feb. 18, discounted 
H. B. Phillips & Co.'s note $400 less discount, 80^, 399.20." Add the net proceeds (399.20) 
to the amount in bank. In your Cash Book on the debit side record the following: " 18, 
Bills Receivable, Dis. H. B. Phillips & Co.'s note, $400. " (Take more than one line for 
explanation whenever necessary.) On the credit side of your Cash Book record the following: 
" 18, Interest & Discount, H. B. Phillips & Co.'s note, 800." Why do you debit cash for $400? 
(RuleS.) Why do you credit Bills Beceivable for $400? (Rule 18.) Why do you debit 
Interest & Discount? (Rule 21.) Why do you credit Cash for 80^? (Rule 4.) Look up 
these rules carefully and do not pass by this transaction before you understand it thoroughly. 

The bank gives you $399.20 for the note; t. e., it increased your deposit that amount, which 
is equal to paying you $400 and you paying it 80^ discount, just as the records in your 
Cash Book make it appear you did. Remember that a note is always debited and credited 
for its face; therefore, when you sell a note to a bank or to some other person for less than 
its face it will be necessary to make the entry on the debit side of the Cash Book for the full 
amount; on the credit side make the entry for the amount allowed the party to whom you 
sell it, for the accommodation, which is charged to Interest & Discount. Did Interest & 
Discount cost the business value, or has it produced value to the business, by this transaction? 
What is the bank going to do with the note that it has just discounted for you? Who will 
pay the note when it becomes due? In case they fail to pay it, who will be held responsible 
by the bank for its payment? Why? 

Note. — In Philadelphia, Baltimore, Louisville and some other cities it is customary to include both the 
day of discount and the day of maturity when computing the bank discount on commercial paper. Follow 
the instructions as given above unless otherwise directed by the teacher. 

Fbbruaby 20, 189-. 

No. 75. — Note Paid by Check. The note favor of Henry Knefely & Son, which is due 
to-day, has been left with your teacher for collection. After filling the stub of your Check 
Book properly, write the check, making it payable to Henry Knefely & Son. Take it to the 
teacher and get him to cancel the note. File the note as a receipt. What account is to 
be debited? (Rule 19.) What account has supplied value? (Rule 4.) Make the entry in 
the Cash Book. When entries are made for checks issued, on which side of the Cash Book 
are they always made? Why? Have you written the proper explanation for this entry? 

February 20, 189-. 

No. 76. — Pubchase fbom ak Out of Town Party. Mr. Hammond has ordered the 
goods called for in this bill. The goods have all been received and the freight has been pre- 
paid and added to the bilL In order to receive the goods it was necessary for Mr. Winter to 
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present the shipping receipt that accompanied this bill, at the local freight office. Go over 
the calculations and addition, and if found correct 0. K. same. Make the entry, applying 
rules 1 and 2. File the bill. 

No. 77. — Cash Remitted to a Creditor. Write a check favor A. Engelhard & Son 
for $200 to apply on account. Have you filled the stub and deducted the amount? Write 
them a letter as follows: 

(YfmrpiMehere) y February 20, 189-. 

Messrs. A. Engelhard & Son, 
Louisville, Ky. 

Gentlemen, — 

Enclosed please find my check for $200 to apply on account. Please acknowledge 
receipt of same, and oblige. 

Yours truly, 

C. W. Hammond, 

per I}!™*™™*). 

Place the check on the letter sheet, then fold the letter properly, and after addressing 
the envelope correctly, insert it but do not seal it. Place the envelope in Vouchers for 
Others. Make the entry, applying rules 1 and 2. In what book is the entry made? 

No. 78. — Purchase from an Out of Town Party. The goods called for in this bill 
have been ordered by Mr. Hammond from C. Wilt & Son's salesman, who was in the city 
last week. Have the goods been received? Are the prices correct? How can you tell? 
Notice that the freight has been prepaid and added to the bill. Test the calculations and 
0. K. the bill. What would you do in case you discovered an error? Make the entry, 
applying the General Kules. File the bill. 

No. 79. — Note Discounted at Bank. Discount Frey & Thomas' note at bank. Find 
how many days it has to run, including the due date. Take it and your Pass Book to the 
bank and tell the clerk what the discount amounts to. Also see that you receive proper 
credit in your Pass Book for the net proceeds. Return to your desk and make a record on 
the left-hand stub of your Check Book as instructed for No. 74. Have you added the net 
proceeds to the amount in bank? What has the business parted with (supplied to others)? 
What account cost the business value? (Rule 21.) What has the business received in return 
for the note (Bills Beceivable) it sold to the bank? On the debit side of the Cash Book 
enter the face of the note as instructed for No. 74; on the credit side enter the discount as 
per instructions for No. 74. Have you written the proper explanation? Why not enter the 
actual amount received from the bank on the debit side of the Cash Book and omit the 
entry on the credit side? 

Ferruary 22, 189-. 

No. 80.— Sale to an Out of Town Party. Order No. 80 is from an out of town 
party. His references speak well of him, and his ratings by Dun and Bradstreet (Mercantile 
Agencies) are good. Mr. Hammond has ordered the goods to be shipped to him. Bill and 
enter same, applying General Rules. Oo over your calculations. It will be necessary for 



58 OFFICE ROUTINE AND BOOKKEEPING. 

you to fill out a triplicate set of Shipping Receipts (sometimes called Bills of Lading) in the 
blank book furnished for that purpose as follows: 

SHIPPING RECEIPT. jp^- J 

RecciYcd from (^,^r^^ 



(VODK PUACB HBSO 



BY INTER-STATE TRANSPORTATION COMPANY, 

The property deeoribed below, in apparent good order, exoept aa i 
►ked. consigned, and deeUned m Indicated below, which said Compi 
» to deliver to another earlier on the route to said destination. 



The property deeoribed below, in apparent good order, except as noted (content, and condition of contents of Pfflkajree unknown), 
niarked, consigned, end destined as indicated below, which eaid Company agrees tooarrytothe eaid destination, If on its road, otfaar- 



agreed, In oonalderation of the freight oharged f or th is Berries, aa to each carrier of all or any of aald pr operty over 

„ , of eaid route to destination, and aa to each party at any time interested In all or any of said property ihat every 

service to be.per!onned hereunder shall be subjeot to all the oondftions, whether printed or written, shown or endorsed hereon, and 
which are hereby agreed to by the shipper and by him aooepted for himself and assigns as just and reasonable. 



It la mutually 
all or any portion 



MASKS, OONHONS AWD OT8TIW ATION. 



^<?»&-~S. 






*&- 



DESCRIPTION Or AST1GLX8. 



£ f^jfc *^^ *SrZL* 



t^<tsr<^hr^C^ 



4-x- 



Jj&z* 



<~^ " 



riLs^ 



WEIGHT 
SUBJECT TO OORJtECTTOW. 



For Inter-State Transportation Company, 

Freight Agent 

Observe that your forms are printed in triplicate. The first is designated as Original, 
the second as Forwarding Order, and the third as Duplicate. After you have the set filled 
out as illustrated above, take your book to the freight agent, or in case there is none, take 
it to your teacher, who will act as freight agent, and have him receipt for the goods. In 
business no freight agent would sign a shipping receipt or bill of lading unless accompanied 
by the goods to be shipped. 

The freight agent will keep the Forwarding Order; you will leave the Duplicate in the 
book as a receipt in case any dispute arises or the goods fail to reach their destination; and 
you will detach the Original and enclose it with the bill. Place both in an envelope addressed 
to the party who ordered the goods, and put the envelope in Vouchers for Others. 

Proving Cash. In neat pencil figures foot the sides of your Cash Book and ascertain 
whether the balance as shown by the Cash Book agrees with the amount on hand (in the 
bank and Cash Drawer). In case there is a discrepancy which you can not locate after 
making a diligent effort, report same to your teacher, but do not be disappointed if he 
refuses to find your error for you. It may be of such a nature as not to warrant his assist- 
ance, and be due entirely to your carelessness. 

Sixth Report. Make a report on a Report Blank and hand it to your teacher together 
with the vouchers and cash for others. Ee- write any of the vouchers that do not meet with 
approval. Have your journal sheet and cash book sheet examined, after which copy them into 
your regular Journal and Cash Book, being careful to make your work look as neat as possible. 

Posting. Open accounts as follows: Interest & Discount on the 29th line of page 4; 
A. J. Gouley, Louisville, Ky., on page 11; Eenaker & Heinrich, City, on the 29th line of 
page 16; A. Engelhard & Son, Louisville, Ky., on page 17; and C. Wilt & Son, Philadelphia, 
Pa., on the 14th line of page 17. Post to your Ledger, being sure that you make no errors 
in posting from the Cash Book. Remember the items on the debit side of the Cash Book 



OFFICE ROUTINE AND BOOKKEEPING. 59 

are posted to the credit of your Ledger accounts; also the items on the credit side of the Gash 
Book are posted to the debit of the Ledger accounts. Check over your posting carefully; 
never fail to check over your posting, as thereby you will save much worry, annoyance 
and time. 

No. 81. — Office Furniture Purchased for Cash. The items called for in bill No. 
81 have been received and the prices are correct. Verify the addition and 0. K. the bill if 
found to be without error. This furniture is for use in Mr. Hammond's private office and 
in the shipping department. Pay the bill by check. Place the check in the proper recep- 
tacle and file the bill on the Voucher Pile. Make the entry from the stub of the Check 
Book, applying rule IS for the debit and rule 4 for the credit, and charging to Furniture & 
Fixtures account. Furniture & Fixtures account is treated exactly like Expense account, as 
it is a subdivision of that account and is opened to show what amount has been expended 
for furniture and fixtures instead of being included under the general heading of Expense, 
(See explanation and illustration of Expense account, page 17.) 

No. 82. — Purchase on Account. Calculate the items of bill No. 82 to see that no 
error exists. Have the goods been received? Make the entry, applying the General Rules. 
File the bill properly. 

February 23, 189-. 

No. 83.— Sale to ah Out of Town Party. Bill and enter this order. Go over your 
calculations a second time and make the entry, applying rules 1 and 2. Make out three (3) 
shipping receipts, applying the instructions as given for last order. Take them to the freight 
agent and have him receipt the same. Enclose the Original with the bill for the goods in a 
correctly addressed envelope, but do not seal it. 

No. 84.— Order on a Debtor to PAy a Creditor. Write a draft ordering A. J. 
Gouley, of Louisville, Ky., to pay A. Engelhard & Son of the same city the amount the 
business owes them. Turn to the proper book and find the amount. As both parties reside 
in the same city it will obviate the necessity of Mr. Gouley remitting to C. W. Hammond 
the amount he owes our business, and C. W. Hammond in turn remitting to A. Engelhard & 
Son the amount the business owes them. When A. Engelhard & Son receive this draft they 
will take it to Mr. Gouley, who will pay them the amount as he agreed to when he gave us 
the last order. (See order on file.) What account receives value? What account supplies 
value? Make the entry, debiting the party who receives value and crediting the party who 
supplies value. Inclose the draft in a properly addressed envelope. To whom will you send 
the draft, the Payee or the Drawee? Why not send it to the other party? Your teacher 
will tell you if you can not determine for yourself. 

No. 85. — Cash Received ok Account. Enter this check (No. 85) and place it in the 
Cash Drawer. What account received value? What account supplied value? In what book 
are all checks entered? Do you examine all checks carefully as to the form, wording and 
proper method of filling or writing same? 

Ask questions at the proper time on all points you do not fully understand. A good 
student should be a good questioner. In performing this work never regulate your pace 
by that of some other student or endeavor to accomplish more than you can understand- 
ingly, and not sacrifice the appearance of your work. Work with dispatch but never hurry; 
remember, " What is worth doing at all is worth doing well." 
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February 24, 189-. 

No. 86. — Cash Received in Full of Account. This check (No. 86) is sent in full 
for the amount the debtor owes the business. Turn to his account and determine whether 
the amount of the check is equal to the amount as shown by his account. If found to agree, 
make the entry, applying rules 1 and 2. Place the check in the proper receptacle. Why 
are checks more commonly used by business men than currency or specie? Give two reasons. 

No. 87. — Deposit. Make a deposit. Count all the currency in the Cash Drawer. Fill 
out a deposit ticket, entering the amount opposite the word " currency." Endorse the checks 
as previously instructed, and enter each check separately where indicated on the deposit ticket. 
Foot your deposit ticket, then carefully re-count your currency and checks, also re-add the 
items to make certain that there is no mistake. Enter the total amount of your deposit on 
the right-hand stub of your Check Book, and add it to the amount in bank. On the left- 
hand stub make a copy of the items on your deposit ticket so that reference can be made to 
it when desired. Take your deposit and Pass Book to the bank. Have you received proper 
credit for your deposit? 

No. 88. — Note Discounted at Bank. Take from your Cash Drawer J. E. Grimm's 
note dated Feb. 14, and calculate the discount preparatory to having it discounted at the 
bank. First, determine the time it has to run including the due date. After you have 
found the discount, endorse the note in blank as previously instructed. Take it to the bank 
and state what the discount amounts to. After receiving credit for the net proceeds in your 
Pass Book, return to your desk and make the proper record on your Check Book, as per 
instructions for Nos. 74 and 79. Be sure to refer to Nos. 74 and 79 so that you will make 
no error. From the stub of the Check Book enter the face of the note on the debit side of 
the Cash Book, applying previous instructions as per above numbers, and write the proper 
explanation. On the credit side of your Cash Book debit Interest & Discount for the proper 
amount, being careful to refer to previous instructions, and write the explanation correctly. 
Why is Bills Eeceivable credited? (Rule 18.) Why is Cash debited for $1500? Why is 
Interest & Discount debited? (Rule 21.) Why is Cash credited for the amount of the dis- 
count? Do not fail to consult your teacher in case you do not clearly understand any of the 
details given for this class of transactions. 

No. 89. — Sight Draft Paid in Cash. No. 89 is a written order requesting Mr. Ham- 
mond to pay a certain sum of money to the drawers of the draft. As the business is indebted 
to them for that amount and over, you will pay the draft, by check. The entry for this 
transaction is similar to the entry made when cash is paid to a party on account, as the draft 
is nothing more than a request, and should Mr. Hammond for some cause or other refuse to 
pay it, no entry would be required. Notice the endorsements made on the back of the draft. 
The last one was made by the bank's messenger who brought the draft to your office to 
receive payment for same. When making this entry write for explanation " Paid sight draft" 
File the draft on the Voucher File as a receipt, 

Febeuaey 26, 189-. 

No. 90. — Cash Sales, Retail Department. This cash (No. 90) the salesman turns in 
as the amount received for cash sales for the past week. Count it carefully. Make the entry 
correctly in the proper book. Be-count the cash and place it in the Cash Drawer. Have you 
made the proper entry? Have you written the proper explanation for this entry? 
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No. 91. — Proprietor Draws Cash fob Private Use. Mr. Hammond wishes $100 
for private use. Pay him the amount, placing the currency in Cash Paid Out. Who has 
received value? What account supplied it? Make the entry in the proper book, applying 
rules 1 and 2. 

No. 92. — Proprietor Takes Merchandise for Private Use. Mr. Hammond has 
requested Mr. Winter to send one barrel of Flour to his residence by the City Carting Co. 
No bill will be necessary. You will charge him cost price for the flour and credit the account 
that supplied the value. Be sure to make the proper explanation, as this is a very important 
part of any entry. 

February 27, 189-. 

No. 93.— Check Received ok Account. This check (No. 93) has been sent to apply 
on account. Carefully read the letter (No. 93) that accompanied the check. Write a letter 
on one of Mr. Hammond's letter heads acknowledging receipt of the check and state that 
you have given him proper credit for the amount. Your letter should be similar to the 
following: 

(Tour place) f p e h, 27, 189-. 

Mr. Paul Fret, 

Owensboro, Ky. 
Dear Sir, — 

/ am in receipt of your favor of the 26th inst. enclosing check for $1500, which 
has been placed to your credit. Please accept my thanks for same. t 
Soliciting your further favors, lam, 

Respectfully, 

C. W. Hammond, 

per <y°^..mm?) . 

Inclose your letter in a properly addressed envelope and place it in Vouchers for Others. 
Make the entry for the check, applying rules 1 and 2, after which place the check in the 
Cash Drawer. 

February 28, 189-. 

No. 94. — Drayage Bill Paid. This bill (No. 94) has been found to be correct and 
it has been 0. K.'d by the shipping clerk. Go over the calculations. Pay the bill by check. 
Write the check and place it in the Vouchers for Others. File the bill on the proper file. 
Make the entry from the stub in the Check Book. Debit — Pule IS; credit — Pule 4. 

No. 95. — Clerk's Salary Paid. Pay Mr. Prank Winter $60 by check as salary for 
the month. Place the check in Vouchers for Others. Debit — Pule IS; credit — Rule 4. 
Why is Expense debited for clerk's salary? 

No. 96. — Bookkeeper's Salary Paid. Mr. Hammond has increased your salary, and 
you will pay yourself $75 for the month instead of $50, as in the previous month. Write 
the check and place it in the proper receptacle. Make the entry from the stub of the Check 
Book. 

No. 97. — Deposit. You will now make a deposit of all the cash on hand. Endorse the 
checks in your Cash Drawer as previously instructed* Count the currency and fill out a 
deposit ticket, placing the amount on the proper line. Enter the check on the deposit 
ticket. Re-count your currency and re-add the items on the deposit ticket. Add the deposit 
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to the amount in bank as shown by the Check Book stub. On the left-hand stub make a 
detailed record of your deposit ticket. Take your deposit and Pass Book to the bank. After 
satisfying yourself that you have received proper credit, leave your Pass Book at the bank to 
be written up. 

Seventh Report. Fill out a Report Blank properly and hand same, together with the 
cash and vouchers for others, to your teacher for examination. Rewrite all vouchers that 
do not meet with approval. Have your journal and cash book sheets approved, and copy 
same into your regular Journal and Gash Book. 

Proving Gash. Test the correctness of the entries in your Gash Book by comparing 
its balance with the balance on hand. If found to agree, you will balance and rule the Gash 
Book as previously instructed and bring the balance below the ruling in black ink. 

Posting. Open accounts as follows: Furniture & Fixtures on the 29th line of page 5, 
and Lerch Bros., 7 East Pratt St., City, on the 29th line of page 17. 

Post to your Ledger from the Journal. Post from your Cash Book, observing previous 
instructions. Having finished the posting you will check (in pencil) over same to locate any 
error you may have made. 

Statements. Make out statements against all parties who are indebted to the business. 
Do not include either debit or credit items that are checked or ruled off, as they balance and 
have, therefore, been settled for in full. Be careful, however, lest you have made errors by 
checking or ruling items that do not balance, or in failing to check or rule those that do 
balance. Have your statements approved. 

Trial Balance. Pencil foot all the accounts in the Ledger that do not balance prepara- 
tory to taking a trial balance. Begin the trial balance on a journal sheet with the balance 
of cash as shown by the debit side of the Gash Book. Continue with all the accounts in the 
Ledger that do not balance. Have your trial balance approved before proceeding to close 
your books. 

Inventories. Preparatory to making a Balance Sheet and closing the books to ascer- 
tain the standing of the business, Mr. Hammond has ordered the shipping clerk to take an 
account of stock. Mr. Winter has done this and found the stock on hand to consist of the 
articles named in the February Inventory (No. 97a). 

Make the calculations of the inventory on a sheet of paper and have same approved before 
copying into your regular Journal. File the inventory on the Voucher File. 

Make an Inventory of Resources and Liabilities, per previous instructions, and submit 
same, for approval. 

Balance Sheet. 1. Head a blank Balance Sheet as you were instructed for January 
balance sheet. 2. Copy the Trial Balance on the Balance Sheet, observing previous instruc- 
tions. 3. Enter the inventories in the Resource column in red ink. 4. Extend the balances 
of the various accounts to the proper columns, referring to previous instructions. 5. Find 
the Net Gain. 6. Find Mr. Hammond's Present Capital. 7. Rule and foot all the columns. 
8. Critically inspect your Balance Sheet and compare it with the Model as given on page 36, 
and if its appearance is not good make another copy of same. 9. Present for approval. 

Closing Accounts Showing Losses and Gains. 1. Enter the merchandise inven- 
tory on the credit side of Mdse. account in red ink. 2. On the proper side enter (in red 
ink) the Gain. 3. Carry this Gain to the Loss & Gain account, referring to previous instruc- 
tions. 4. Bring down the Inventory below the ruling to the debit side of Mdse. account. 
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Close Expense account and carry the Loss to the Loss & Gain account. Do not fail to 
rule every account that closes into Loss & Gain account. 

Close Interest & Discount account and carry the balance to the Loss & Gain account. 
This account is treated similarly to Expense account. 

Furniture & Fixtures account. 1. Enter the inventory on the credit side of Furniture 
& Fixtures account. 2. Enter the Loss on the proper side in red ink. 3. Carry the Loss 
to the proper account. 4. Have you ruled Furniture & Fixtures account and brought down 
the Inventory in black ink? This is a property account and is treated similarly to Merchan- 
dise account. 

Close the Loss & Gain account as instructed for January, properly ruling it and carrying 
the Net Gain to Mr. Hammond's account. 

Balance Mr. Hammond's account as you did in January and bring down the Present 
Capital. Check the balances of the accounts just closed with the balances as they appear 
in the Resource and Liability columns of the Balance Sheet to satisfy yourself that you have 
made no error in closing. Present all books for inspection. 

Review Questions. In business how often is it customary to make a balance sheet and 
close accounts showing losses and gains? What reasons are there for not keeping account 
of Furniture & Fixtures in the Expense account? What is a draft? What other kinds of 
orders are there? When is a bank draft preferable to a check? Of what advantage is a 
draft? What is the advantage of having a note discounted at a bank? What disadvantage 
do you see in discounting a note when you do not need the money? How often is it cus- 
tomary to take a trial balance in business? How would you close an account that does not 
show a loss or a gain, if you desired to do so? What property accounts do not, as a rule, 
show a loss or gain? Do personal accounts, as a rule, show losses or gains? When a debtor 
fails and cannot pay all that he owes you, what would you do with the balance he cannot 
pay? Would the business gain or lose in that case? What is the cbject of the Cash Book? 
In what way does it save labor? What is a shipping receipt? By what other name is a ship- 
ping receipt sometimes known? 
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THE BUSINESS OF C. W. HAMMOND & CO 
March 1, 189-. 

No. 98. — By this bill of sale Mr. Hammond sells his business to the firm of C. W. Ham- 
mond & Co., the members of which are yourself and Mr. Hammond, as he has decided to 
take you into the business as partner. Bead the bill of sale, attach the Inventory of Resources 
and Liabilities, then file it on the Voucher File. You will make a cash investment equal to 
Mr. Hammond's investment. (See February Balance Sheet.) Get a check for the amount 
of your investment from your teacher, made payable to your order, which you will endorse 
over to the firm of C. W. Hammond & Co. as follows: " Pay to the order of C. W. Hammond 
& Co.," then sign your name underneath. Credit yourself for this check on the sheet repre- 
senting your Cash Book. Have you written the proper explanation? In the C. W. Hammond 
check book write a check favor of C. W. Hammond & Co. for the amount Mr. Hammond has 
in bank. Deduct the amount to show that Mr. Hammond individually has nothing in bank. 
Place both checks in the Cash Drawer. 

Your rights and privileges will be the same as Mr. Hammond's, and you are to share the 
Gains, Losses and Assets equally. Study form No. 1 in the appendix, then write a partner- 
ship agreement between yourself and Mr. Hammond on practice paper. Have it inspected 
by the teacher before copying on the blank provided in your package of supplies. Your 
teacher will sign for Mr. Hammond and show you how to fold and where to brief your part- 
nership agreement. Brief it by writing where directed " Partnership Agreement between 
C. W. Hammond and &£«LHS55i , March 1, 189-." Place it on the Voucher Pile. 

Note. — In business two copies of the partnership agreement would be made and signed by both partnere, 
so that each would have a copy. 

Hereafter sign all checks and business papers as follows: " C. W. Hammond & Co.," and 
place your name on the form wherever indicated. Be sure that you never omit writing your 
name on each and every paper issued by the business. Do not sign your name as Att'y here- 
after, which is not necessary, as you are one of the proprietors and your rights are equal to 
Mr. Hammond's. 

Get your Pass Book at the bank and compare the balance with the balance as shown by 
the Stub of the Check Book. If found correct, write in red ink " 0. K. with bank balance, 
Mar. 1." If there is a discrepancy, follow instructions as given for last month. 

No. 99. — You will now deposit the checks on hand. Endorse them as follows: "Pay 

to the order of the City Bank, C. W. Hammond & Co., per .te«T. "SS5L . ." Fill 

out a deposit ticket, using the C. W. Hammond & Co. form. Enter the amount of your 
deposit on the right-hand stub of your C. W. Hammond & Co. Check Book. On the left- 
hand stub of your Check Book make a detailed record as previously instructed. Take jour 
deposit to the bank and see to it that C. W. Hammond & Co. receive credit instead of C. W. 
Hammond. This is very important. 

No. 100. — By this deed the building occupied by the business at 122-124 Main St., and 
the lots upon which it is located, are transferred to C. W. Hammond & Co. Read the deed 
carefully and ask questions on any points you do not fully understand. Bead it a second 
time, then write the check for same and place it in the proper receptacle. Make the entry 
from the stub in the Check Book, applying the General Rules. Debit Real Estate instead 
of Merchandise, as this is a kind of property entirely different from the commodities you are 
dealing in as a business, and is not purchased with the intention of selling it for speculative 
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purposes. Brief and fold the deed properly and place it on the Voucher File. In what 
book have you made the entry? Have you written the proper explanation? 

No. 101. — This bill is for gas consumed during the month of February. You will pay 
it to-day to take advantage of the* discount allowed when payment is made on the first day 
of the month. Write the check and place it in the proper receptacle. Make the entry as 
previously instructed. File the bill. 

Note. — Ordinarily this bill would be paid by the former proprietor who had the use of the gas. In 
this case you and Mr. Hammond agree that the partnership is to bear the expense. Partners may agree to 
do anything that is legal. 

No. 102. — This bill is for coal Mr. Hammond has purchased to heat the building. It 
has been 0. K.'d and receipted and therefore you will pay it by check. Apply rules IS and 4 
in making this entry. File the bill. 

Sales Book. This is the second of the labor saving books to be introduced. In this 
book are entered the purchasers' names and addresses, the terms on which the goods are sold, 
and a detailed record of the goods and prices of same, whenever a bill is rendered for the 
purchase. When no bill is rendered and the goods are paid for at the time of purchase, it 
is to be considered a part of the cash sales for the day, and Cash is debited and Merchandise 
is credited for the total of such sales, at the close of the day's business. In retail business 
houses the bulk of the sales are made to persons not known to the proprietors, and are paid 
for at the time of purchase. Such sales are never entered in the Sales Book, as it would 
involve unnecessary labor and inconvenience. The proper thing to do in cases similar to 
the above is to debit Gash and credit Merchandise for the total of the sales at the close of 
the day's business. 

In posting from the Sales Book debit each purchaser with the amount of his purchase, 
and at the end of the month, or when a Trial Balance is taken, credit Mdse. account for the 
total sales. It will be seen that this book takes the place of the credit side of the Mdse. 
account in the Ledger. 

No. 103. — Using the C. W. Hammond & Co. form of bill head, make out the bill for this 
order, as the goods have been sent. Re-calculate the items of your bill. Make the entry as 
given below on a journal sheet representing your Sales Book, making the correct extensions 
instead of the ones given. 
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Note every detail closely in the illustration and be sure that your entry is made abso- 
lutely correct. Place the terms as yon see them in the illustration. The figures " 2/l0 " 
indicate that a discount of 2# will be allowed if the bill is paid within 10 days. "Net 30 
days " signifies that 30 days is the time allowed in which the bill may be paid, and it should 
be paid at the end of that time. Observe the greatest care in placing the terms both on 
your bill and in your Sales Book so that no discrepancy will occur. Place the bill in the 
proper receptacle and file the order. No detailed explanation for entries in the Sales Book 
will be given hereafter, and you will be expected to refer to the above for any information 
regarding the details of such entries. 

March 2, 189-. 

Invoice Book. This is the third of the labor saving books to be introduced, and in it 
are entered all purchases of merchandise. Expense bills and the like are never entered in 
this book. Many different forms are in use in the business houses of the present day, and 
they are known by different names, some firms calling them Purchase Books. The form 
used herewith is one in common use, and possesses many advantages over most other forms. 
(See form on page 67.) In this book the bills are pasted in consecutive order after they are 
received and have been 0. K.'d. When a bill is ready for credit, paste it into the Invoice 
Book, taking care not to extend the right-hand end of the bill beyond the first rulings of 
the money columns. To properly do this it may be found necessary to trim the edges of the 
bills, as bills from different houses are not uniform in size. In preparing the invoice to be 
pasted into the book, first apply the mucilage along the lower edge of the bill and then let it 
dry. Then apply the brush a second time and paste the invoice into the book. By observing 
these directions a smooth, even surface will be secured. The paper would shrink if pasted 
in at first. Care should be taken to apply as little mucilage as possible. 

No. 104. — Go over the calculations of this bill and make sure that no error exists. Take 
your Invoice Book and see whether the bill fits in the space intended for it in the book; if 
not, trim it to the proper size. Apply a very small quantity of mucilage to the back of the 
bill (on the lower edge) and let it dry. Apply the mucilage a second time, being careful not 
to use too much. Place the bill in the proper position, even with the upper edge of the first 
page of the Invoice Book. Extend the total amount of the purchase directly opposite where 
the firm's name appears. (See illustration on opposite page.) Be sure to do this with each 
and every bill. 

March 3, 189-. 

No. 106 — Bill the goods called for in this order. Go over your calculations. Enter in 
the proper book and be sure to place the terms correctly, both in the book and on the bill. 
Always apply rules 1 and 2 for debiting and crediting when no others are given. Have yon 
filed the order? 

No. 106. — Bill and enter this order in the proper book and place the order on file. Place 
the terms asked for in the order on the bill. 

No. 107. — This draft is in settlement of the amount the drawer owes the business. Turn 
to your Ledger and ascertain if the amount is correct. When is the amount to be paid to 
the business? Is it an order to pay or a promise to pay? Bead rules 17 and 16 and make 
the entry. In what book is it made? The word "Accepted/' etc., with the party's signature 
is equal to his signing his name to a promissory note, as thereby he promises to pay yon a 
sum of money on a certain date as absolutely as if he had given you his note. 



68 



OFFICE ROUTINE AND BOOKKEEPING. 



Enter in the proper 



March 5, 189-. 

No. 108. — This cash is the amount of the retail sales for the week, 
book and place the cash in the Cash Drawer. 

No. 109. — This check is in settlement of account. The party signing the check has 
taken advantage of the discount allowed for prompt payment. Turn to your Sales Book, 
find the amount of his purchases, then take 2# of that amount and subtract to see if it 
equals the amount called for in the check. If found to agree, make the entry as follows on 
the proper side of the Cash Book. 
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In case your Cash Book does not contain the rulings for the discount, you will rule the 
columns the same as illustrated above. In posting items that contain discounts, observe the 
special instructions that will be given. Place the check in the Cash Drawer. 

March 6, 189-. 

No. 110. — Go over the calculations of this bill. If found correct, prepare for pasting 
into the Invoice Book by applying a very small quantity of mucilage on the lower edge of 
the back of the bill. Let it dry, then apply another small quantity and paste the bill so 
that it will cover the first bill up to the double ruling that divides the heading from the 
body of the bill. (See illustration, page 67.) See that the right-hand edge of the bill is 
parallel with the first ruling of the money column. Extend the amount directly opposite 
the firm's name on the bill. 

No. 111. — Pay Barlow, Henderson Co. by check the amount the business owes them. 
Make the entry. In business it is not customary to make an entry for a check when it is 
issued, but to leave it until the close of the day or the beginning of the next day, when all the 
checks issued for the day are entered at once from the stubs. Therefore it is very important 
that a complete record be made on the stub, before the check is issued. 

Eighth Report. Make a report and hand same together with the vouchers and cash 
for others to the teacher. Have your cash, journal, and sales book sheets approved and copy 
them neatly into your regular books. Prove your cash to ascertain whether the amount called 
for by the Cash Book agrees with the amount you have in bank and in the Cash Drawer. 

Posting. Open accounts with the following: AX9H?!.??*™*A on the 20th line of 

page 1; Real Estate on page 6, and C. R. Danenhowei; & Son, 1201 Broadway, City, on 
page 18. Post from the Sales Book first, debiting each person to whom you have made a 
sale. Do not forget to postmark in the Sales Book. Place the letter "S" in the explana- 
tion column of the accounts to which postings are made from the Sales Book. Do not credit 
Merchandise for the total until the end of the month. 

Post from the Invoice Book, crediting each party from whom you have purchased. Do 
not forget to postmark on each bill directly opposite the extension. (See illustration, page 67.) 
Place the letter "I" in the explanation column of all accounts that have received postings 
from the Invoice Book. Next post from the Journal, following previous instructions. 
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Post from your Cash Book as previously instructed. When you come to A. P. Batson's 
account, credit him with cash received, $2197.41, using the letter " C" as explanation. On 
the next line below credit him for discount, $44.85, using the term "Dis't" as explanation. 
This is the best method of handling merchandise discounts, as every account shows how 
much discount was allowed to it or received from it by the business. 

Note. — If we were to treat this entry as it is often treated by some business houses and authors on book- 
keeping; ». *., credit Mr. Batson for $2242.26, the amount he owes the business, and debit Mdse. Discount 
for $44.85, we would make a record that would not be strictly true. Were we to post the $2242.26 to Mr. 
Batson's account, it would appear that he had paid us that amount and that no discount was allowed. 

Check over your posting. 

March 7, 189-. 

No. 112. — Verify the calculations of this bill and 0. K. same, if found correct. Paste 
it into the Invoice Book, afe previously instructed. Cover the second bill as far as the double 
ruling which divides the heading from the body of the bill. (See illustration, page 67.) 
Extend the amount directly opposite the party's name on the bill. 

No. 113. — Bill and enter this order, being careful to place the terms asked for on the 
bill. Make the entry, file the order and place the bill in the proper receptacle. 

No. 114. — Turn to T. A. Cooke's account in the Ledger and ascertain the amount he 
owes the business. He has consented to honor our drafts so long as he owes the business. 
Draw on him at sight for the amount he owes the business, making it payable to J. J. Disos- 
way & Co. Debit the party who receives the value and credit the party who supplies the 
value. Place the draft in Vouchers for Others. 

March 9, 189-. 

No. 115. — Bill and enter this order, placing the terms asked for on the bill. Have you 
filed the order and placed the bill in the proper receptacle? 

No. 116. — This written promise to pay the business a certain sum of money is to apply 
on account. Why is it payable to the business? Debit — Rule 17; credit — Rule 16. Be 
sure to credit the party who ordered this draft payable to the business, as he is the one who 
owes the business. Have you written the proper explanation? Consult your teacher when- 
ever in doubt as to what the proper explanation should be, as that is a very important part 
of the entry. Place the draft in the Cash Drawer. 

Mabch 10, 189-. 

No. 117. — 0. E. this bill if the extensions are correct and paste it into the Invoice 
Book. Follow previous instructions in detail. Have you extended the amount directly 

opposite the firm's name? 

March 11, 189-. 

No. 118. — Bill and enter this order, being careful that the terms and calculations are 
correct. Make out a set of shipping receipts and take them to the freight agent or teacher 
and have him receipt same. Enclose the original with the bill in a properly addressed 
envelope. File the order. 

No. 119. — Accept this draft in red ink. Write "Accepted payable at City Bank, March 

11, 189-, C. W. Hammond & Co., per ftw.name> » Make this entry, applying 

the instructions given in paragraph "e" under drafts, page 52. Place the acceptance in 
Vouchers for Others. Have you written the proper explanation for this entry? 
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March 12, 189-. 

No. 120. — Gash sales for the week. Count the cash and make the entry. 

No. 121. — Make a deposit of all checks and currency on hand. Be sure that you have 
endorsed all the checks properly. 

No. 122. — Pay C. R. Danenhower & Son's bill by check less the discount allowed for 
prompt payment. Turn to their bill in the Invoice Book and ascertain what the terms and 
rate of discount are. Calculate the discount and deduct it from the amount of the bill. 
Write a check for the net amount, being sure to explain on the stub that a discount was 
allowed. Make an entry similar to the entry made when the business received a check less 
discount, from A. P. Batson. Why is this entry made on the credit side of the Cash Book? 

March 13, 189-. 
No. 123. — Bill and enter this order, placing the terms asked for on the bill. Place all 
vouchers in the proper receptacles. 

No. 124. — Accept this draft, following instructions for No. 119. Have you made the 
proper explanation for this entry? Place the acceptance in Vouchers for Others. 

Ninth Report. Make a report and hand all vouchers and cash for others to the teacher. 
Have your work on the journal sheets examined and copy same into your regular books. 
Prove cash to ascertain if the balance as shown by the Cash Book agrees with the actual 
balance on hand. 

Posting. Open the following accounts: C. W. Jefferson, 551 Fourth Ave., City, on the 
14th line of page 18, and White Star Mills, City, on the 29th line of the same page. 

(1) Post from the Sales Book. 

(2) Post from the Invoice Book. 

(3) Post from the Journal. 

(4) Post from the Cash Book. When you post the entry on the credit side apply the 
instructions given for Mr. Batson's account in your previous posting, being careful that you 
post to the debit of C. R. Danenhower & Son's account instead of the credit. Have you 
placed the initials of the books from which you posted in the explanation column of the 
ledger accounts? 

Check over your posting. 

March 14, 189-. 

No. 125. — Verify the extensions of this bill, 0. K. it if found correct, and enter in the 
Invoice Book. Have you extended the amount directly opposite the firm's name? 

No. 126. — Bill and enter this order. Make out a set of shipping receipts and have the 
freight agent receipt for the goods. Enclose the original with the bill in a properly addressed 

envelope. File the order. 

March 15, 189-. 

No. 127. — Pay Lerch Bros, by check the amount the business owes them and make the 

entry. 

March 16, 189-. 

No. 128. — Ascertain from the Ledger the amount Frey & Thomas owe the business. 
They have consented to honor our draft for that amount. Draw a draft at ten days' sight, 
making it payable to Ballard & Ballard Co., whom the business owes. Debit the party who 
receives the value and credit the party who supplies the value. Place the draft in the proper 
receptacle. 
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March 17, 189-. 

No. 129. — Note favor of J. J. t)isosway & Oo. for $1250 made payable at yonr bank is 
due to-day. As it is made payable at City Bank it is paid out of the firm's deposit and 
charged to the firm the same as when the bank pays the firm's checks. At the end of the 
month when your pass book is written up it will be returned to yon with the checks. To 
keep your check book balance even with yonr bank balance it will be necessary for you to 
deduct the amount,and write an explanation. On the left-hand stub write "March 17, 189-. 
Bank paid note favor J. J. Disosway & Co. f $1250.00." On the right-hand stub deduct the 
amount from the last balance. Make the entry on the credit side of the Cash Book, apply- 
ing rules 19 and £ Why? 

Note.— In many places the banks require their depositors to pay notes made payable at the bank by 
check. When this is done the notes are cancelled and delivered to the depositor at the time they are paid 
instead of holding them until the pass book Is written up. In that case the stub of the check takes the 
place of the detailed record explained above. Follow the instructions as given above unless otherwise 
directed by the teacher. 

March 18, 189-. 

No. 130. — Verify the calculations and O. K. this bill. Paste into the Invoice Book, 
following previous instructions. Do not forget to extend the amount direotly opposite the 
firm's name every time you paste a bill into the Invoice Book. 

No. 131. — Pay Benaker & Heinrich by check the amount the business owes them and 
make the entry. 

March 19, 189-. 

No. 132. — Amount received for cash sales during the past week. Do not forget to make 
the entry. 

March 20, 189-. 

No. 133. — This check is to apply on account. Make the entry and place the check in 
the Cash Drawer. 

No. 134. — This check is in full settlement of account. 

No. 135. — Deposit all checks and currency on hand. Do not fail to endorse the checks 
properly. 

March 21, 189-. 

No. 136. — Turn to Ooyle, McOandlish & Co.'s bill in the Invoice Book and ascertain 
the terms and rates of discount allowed when prompt payment is made. Calculate the dis- 
count and deduct from the amount of the bill. Write a check for the net amount, being 
certain that you make a proper record of the discount on the stub, so that you will be able 
to make a proper record therefrom in the Cash Book. This entry is similar to entry for 
No. 122. 

March 22, 189-. 

No. 137. — Go over the calculations of this bill and O. K. same if found correct. Note 
the terms of the bill; also the discount allowed. Although the terms are cash, do not pay 
it until instructed. In business the term " Cash " is frequently construed as meaning any 
time within ten days. This lapse of time enables the purchaser to receive the goods before 
paying for them. Enter as previously instructed, extending the amount of the bill directly 
opposite the party's name. 
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March 23, 189-. 

No. 138. — Pay C. Wilt & Son by check the amount the business owes them and make 
the entry. Write them a letter similar to the following: 

<?™rP^.> , Mar. 28, 189-. 

C. Wilt & Son, 

Philadelphia, Pa. 

Gentlemen, — 

Enclosed find our check for $665.35, in full settlement of account. Please acknowl- 
edge same. 

Yours truly, 

C. W. Hammond & Co., 

per ty^.™™?} 

Enclose the check and letter in a properly addressed envelope and place it in Vouchers 
for Others. 

No. 139. — Pay Edward P. Genung's bill of yesterday by check and make the proper entry. 

March 24, 189-. 

No. 140. — Hammond & Co. desire to buy stock in a corporation, and not haying the 
required amount of cash on hand (in bank), they wish to have the firm's note discounted at 
the bank. Write a note for $1000.00 at 30 days, making it payable to the City Bank. Cal- 
culate the discount at 6# for 30 days. Take it to the bank and state what the discount 
amounts to and see that you receive proper credit for the proceeds. On the left-hand 3tub 
of the Check Book make a record of the transaction. For details see No. 74. Add the 
proceeds to the amount in bank. Make the entry in the Cash Book, debiting according to 
rule 8 and crediting according to rule 20 for the face of the note. On the credit side of the 
Cash Book make the usual entry for the discount. Have you written the proper explanation 
for these entries? 

No. 141. — Bead this certificate of stock carefully. It has been purchased at par (face 
value). Write a check for same, making it payable to the Worcester Coal Co. This is a 
kind of property different from the commodities you are dealing in as a business, and it 
would not be proper to charge it to Merchandise. Apply the General Rules for debiting and 
crediting and debit Worcester Coal Co. Stock. File the certificate on the Voucher File. 

March 25, 189-. 

No. 142. — The goods called for in this order have been sent. Bill, enter and file all the 
papers properly. 

No. 143. — In payment of No. 142 less discount. See the rate of discount in the Sales 
Book and go over the calculations to see that no errors were made. Enter similar to No. 109. 

No. 144. — Deposit all checks and currency on hand. Endorse the checks properly. 

No. 145. — To get the benefit of the discount, you will prepay the draft favor of Thos. 
W. Dryden accepted on the 13th inst. Ascertain the number of days it has to run until due, 
and find the discount for that number of days. Write a check for the proceeds, making 
it payable to the holders of the draft. Take the check to your teacher and you will receive 
the draft properly endorsed. Do not fail to debit the draft for the full amount (face value), 
and credit Discount on the opposite side of the Cash Book. File the draft on the Voucher File. 
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Tenth Report. Make a report and hand in the cash and vouchers for others. Have 
your work on the journal sheets approved and copy same neatly into your regular books. 
Prove your cash to ascertain whether the balance as shown by the Cash Book agrees with 
the balance on hand. 

Posting. Open accounts as follows: Worcester Goal Co. Stock on the 14th line of 
page 6; Dennis & Herring, West Washington Market, City, on the 14th line of page 11; 
Coyle, McCandlish & Co., 615 Market St., City, on page 19, and Edward P. Genung, 283 
Washington St., City, on the 14th line of the same page. Post all books in the order 
previously indicated. Always refer to previous instructions when in doubt how to proceed. 
Check over your posting in pencil. 

March 26, 189-. 

No. 146. — Go over the calculations of the bill and if found correct 0. K. it and enter 
in the proper book. 

No. 147. — For cash sales of retail department. Make the entry in the proper book. 

No. 148. — Take draft favor of Harry Powell and accepted by E. K. Shoop from your 
Cash Drawer, and have same discounted at bank. Ascertain the number of days it has to 
run. Calculate the discount. Endorse the draft. See that you receive proper credit in 
your Pass Book. Make the usual record on the left-hand stub of the Check Book and add 
the proceeds to the balance in bank. Credit the draft for the full amount and be sure to 
debit Interest & Discount on the opposite side of the Cash Book. Refer to rules 8, 18, 4 
and 21 if you experience any difficulty with this entry. 

No. 149. — The firm's acceptance favor J. J. Disosway & Co., made payable at City Bank 
is due to-day. The bank has paid same out of the firm's deposit, and will return it to you, 
with the checks paid, at the time your Pass Book is written up. To keep your Check Book 
balance and bank balance alike you will deduct the amount from the last balance on the 
Check Book stub. Make the usual record on the left-hand stub. (See No. 129.) 

March 27, 189-. 

No. 150. — Bill and enter goods called for in this order as per terms written on the order 
by Mr. Hammond. Always verify your calculations and file all papers before taking up the 
next transaction. 

No. 151. — Draw a draft at sight on A. J. Gouley, Louisville, for the amount he owed 
the business on the first day of the month. Make the draft payable to " Ourselves " and 
endorse it as you endorse a check for deposit, and leave it at the bank for collection. No 
record will be necessary except the record on the draft book stub, although it is the custom 
of some banks to give credit "in short" for all paper left for collection. 

March 28, 189-. 

No. 152. — Make out the bill for this order, taking off the discount asked. This bill will 
be made out similar to bill No. 137 in the Invoice Book. Make the record in the Sales Book 
similar to the bill. File the order and place the bill where it belongs. 

No* 153. — In payment of No. 152. Make the entry. 

No. 154. — Bill and enter on the same terms as their previous order. Verify the calcu- 
lations and file all papers. 
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No. 155.— In payment of Nos. 150 and 154, less the discount allowed for prompt pay- 
ment. Calculate the discount to see that you are receiving the proper amount due you when 
the discount is deducted. Make the entry similar to No. 143. Are you filing all the papers 
received and issued? This is very important. 

March 30, 189-. 

No. 156. — Discount at the bank A. P. Batson's draft, accepted by Martin Schwartz. 
Calculate the discount for the unexpired time and endorse the draft. Take it to the bank 
and receive proper credit. Make the usual detailed record on the left-hand stub of the 
Check Book and add the proceeds to the amount in bank. (See No. 148.) Make the entry 
from the stub of the Check Book, crediting the note for the full amount and debiting Interest 
& Discount for the discount allowed. 

No. 157. — Prepay the note favor Ballard & Ballard Co. to take advantage of the discount 
allowed when payment is made before the note is due. After calculating the discount for 
the unexpired time, write a check for the proceeds, making it payable to the holders of 
the note. Take the check to your teacher and receive the note properly endorsed. Make 
the entry in the proper book from the Check Book stub. 

No. 158. — Verify the calculations of this bill and enter in the proper book. 

No. 159. — Bill the goods called for in this order, deducting the discount asked for. Thia 
entry is similar to entry for No. 152. 

No. 160.— In payment of No. 159. 

March 81, 189-. 

No. 161. — Pay Frank Winter $75 by check as salary for the month instead of $60, as hia 
salary has been increased. Make the proper record. 

No. 162. — Write a check favor C. W. Hammond for $100, which he wants for private 
use. Do not forget to make the entry as per rules 6 and 4. 

No. 163. — Pay yourself $100 by check for private use and make the entry, applying 
rules 6 and 4. 

No. 164. — If this bill is correct, pay it by check and make the usual entry. 

No. 165. — Deposit the cash on hand, endorsing the checks properly. 

No. 166. — Prepay the note favor of City Bank to take advantage of the discount allowed 
when payment is made before maturity. Calculate the discount for the unexpired time and 
write a check for the proceeds, making it payable to "Note of March 24." Take it to- 
the bank and receive the note with the proper endorsement. Make the entry, debiting the 
note for the full amount (face value) and crediting Cash. Credit Interest & Discount for 
the amount gained and debit Cash. 

Eleventh Report. Make a report and hand the vouehers for others and cash to the 
teacher. Have your journal sheets representing your books inspected, and when approved 
copy same into your regular books. See if the cash book balance agrees with the balance on 
hand (in bank). If found to agree, balance and rule the Cash Book in red ink and bring 
down the balance in black ink. 
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Posting. Open the following accounts: Merchandise Discounts on the 29th line of 
page 6; Bosquet, Silberg & Co., 825 W. Main St., City, on the 29th line of page 11; LA. Gil- 
christ, City, on page 12; Curry, Tunis & Norwood, 44 W. Main St., City, on the 29th line of 
page 19, and Fred Bowley, City, on page 20. Post from the books in the usual order and 
always refer to previous instructions when in doubt as to the proper method. Post the total 
of the Invoice Book to the debit of the Mdse. account, writing the word "Purchases" in the 
explanation column, and the total of the Sales Book to the credit side of the Mdse. account, 
writing the word " Sales" in the explanation column. Post the total of the Discount column 
on the debit side of the Cash Book to the debit of Mdse. Discounts, and the total of the 
credit column to the credit of the Mdse. Discounts. Check over the posting, that you may 
locate any errors you have made. 

Statements. Make out statements against all customers owing the firm. Be sure to 
omit the debit and credit items found to balance. Do not depend entirely upon your ruling 
or checking when ascertaining the items that balance. Have your statements approved and 
dispose of them as previously instructed. 

Trial Balance. Pencil foot all accounts that do not balance and take a trial balance. 
Be sure not to omit the cash balance if you expect to have your trial balance prove. 

Inventory and Balance Sheet. Make an Inventory of Resources & Liabilities and 
a Balance Sheet, to ascertain the standing of the business. For account of property on hand, 
see Inventory (No. 166a) taken by Mr. Winter and approved by Mr. Hammond. 

Find the amount of the merchandise inventory and have same approved before proceeding 
with the Inventory of Resources and Liabilities. After the Inventory of Resources and Lia- 
bilities has been approved, continue with the Balance Sheet as previously instructed until 
you reach the summary. Arrange the summary of your Balance Sheet as shown in the form 
given below. 



Hammond's Net Gain, 
Student's " " 


44300 


16 


44200 


16 


160 
110 
110 


00 
00 
00 


880 


00 


12200 


00 


4880 

8710 
4110 


00 


# 




8600 
110 


00 
00 






880 


00 


880 


00 




Hammond's Net Credit, 
Net Gain, 
" Present Capital, 

Student's Net Credit, 
Net Gain, 
Present Capital, 






• 






4000 
110 


00 
00 


00 






12200 


00 


12200 


00 













Have your Balance Sheet approved when completed, after which make a neat transcript 
of same into your regular Trial Balance Book and proceed to close the accounts in the Ledger 
showing Losses and Gains. Apply the instructions for closing the first set whenever in doubt 
how to proceed. Check the balances of the accounts just closed with the balances as exhib- 
ited by the Besource & Liability columns of the Balance Sheet to satisfy yourself that you 
have made no error. 

Present all books for inspection. 
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The Business op 0. W. Hammond & Co., Continued. 
April 1, 189. 

No. 167. — Mr. Frank Winter has decided to purchase an interest in the business, and 
invests the amount he has on deposit in the Bank of Marion, as shown by this certificate of 
deposit, which he has endorsed over to the firm. Read it carefully and examine the endorse- 
ment. Make the entry, applying rules J, 2 and 8. Place the certificate of deposit in the 
Cash Drawer. 

Study form 2 in the appendix, then draw up a partnership agreement embodying the 
following points: (1) The partnership is to continue for five years, unless sooner dissolved 
by consent of all the partners. (2) The net gain or loss is to be divided equally. (3) Owing 
to the unequal investments of the partners, interest is to be allowed each partner on his 
investment, and interest is to be charged on his withdrawals. (4) Each partner is entitled 
to draw $150 per month. Make a draft of your partnership agreement and submit it for 
inspection before copying on the form in your package of supplies. When it is copied on 
the form it should be signed by Mr. Hammond, yourself and Mr. Winter. (Your teacher 
will sign for Mr. Hammond and Mr. Winter.) Brief and file on the Voucher File. 

Note.— In business three copies of the partnership agreement would be made and signed by each of 
the partners, so that each partner would have a copy. 

Using form No. 98 as a model, write a bill of sale on practice paper, transferring the per- 
sonal property of the firm to the members of the new firm. Have it approved before copying 
on the form furnished in your supplies. It should then be executed by Mr. Hammond and 
yourself in the presence of a witness. (Your teacher will sign for Mr. Hammond.) Brief 
and file on the Voucher File. 

Using form No. 100 as a model, write a warranty deed on practice paper, making the 
members of the new firm the grantees. After the deed has been approved, copy it on the 
regular blank. It should then be executed and acknowledged by Mr. Hammond and your- 
self. (Your teacher will sign for Mr. Hammond and for the commissioner of deeds.) Brief 
and file on the Voucher File. 

No. 168. — Verify the calculations of this bill and paste it into the Invoice Book at the 
top of page 4. 

No. 169. — Pay this bill by check. You are expected to file all papers hereafter and 
make the entry at the proper time, as all instructions regarding same will be omitted except 
in special cases. See note under No. 101, page 65. 

No. 170. — Deposit the certificate of deposit after properly endorsing it. 

April 2, 189-. 

No. 171. — Bill the goods called for in this order on the terms asked. 

Selling Goods on Commission. Many merchants do not purchase the goods they 
deal in as a business, but act as the agent for the owner of the goods. They receive as com- 
pensation for their services a certain percentage on the gross sales, called a commission. 
Hence they are known as Commission Merchants. They often receive goods to be sold from 
parties in other cities, where there is no ready market for same, as it is expected a readier 
and better market can be secured in their localities. 



OFFICE ROUTINE AND BOOKKEEPING. 77 

No. 172. — It has been arranged by Mr. Hammond to have the firm sell goods on commis- 
sion for other parties. The goods called for by this invoice of shipment have been received 
to be sold for the account and risk of the consignors, Emmons, Hawkins & Go. Bead the 
invoice of shipment carefully and compare it with an ordinary bill. Note that no prices are 
given. The reason for this is that the business is not purchasing the goods, but is receiving 
them to be sold for the consignors, and all that the business will receive will be a certain per 
cent, of the gross sales, called a commission. You make no entry because the goods belong 
to the consignors and not to G. W. Hammond & Co. When the goods are sold, the amount 
received for them less the firm's commission and other charges will be remitted to the con- 
signors. Pile the shipping invoice on the Voucher File. 

No. 173. — Turn to your Ledger to ascertain if the amount called for by this statement 
agrees with your records. If found to agree, pay same by check. Write a letter asking the 
parties to receipt the statement. Enclose it together with the check and statement in a 
properly addressed envelope. 

No. 174. — Turn to your Ledger and verify the correctness of this statement. If found 
correct proceed as with No. 173. 

April 3, 189-. 

No. 175. — Cash sales for the week. 

No. 176. — Bead this letter carefully. Not finding a ready sale for the Beans and Peas on 
hand, Mr. Hammond has ordered the quantity desired of each to be shipped. Make out the 
shipping invoice similar to the one received from Emmons, Hawkins & Go. Enter the ship- 
ment in the Sales Book, making the extensions at the current cost prices as given in the March 
Inventory. Prefix the word " Shipt." to the party's name to distinguish it from the sales. 
Make out a set (3) of shipping receipts and prepay the freight, which amounts to $13.12 by 
check. Take the check and Shipping Beceipt Book to the Freight Agent. In the Gash 
Book charge Shipt. Philip Lindeman with the freight. Enclose the original shipping receipt 
with the shipping invoice in a properly addressed envelope. 

Note.— When Philip Lindeman receives this consignment he makes no entry, as the goods belong to 
O. W. Hammond & Co. When he sells the goods he credits C. W. Hammond & Co.'s Consignment for the 
sales and debits it for his commission and the net proceeds. 8ee No. 172 for similar transaction. 

No. 177. — The draft drawn on A. J. Gouley, Louisville, Ky., on the 2?th ult has been 
collected. Go to the bank and have the amount placed to your credit in your Pass Book. 
On the left-hand stub of the Check Book write " Collection, A. J. Gouley, Louisville/ 9 and 
the amount. Add the amount to the balance in bank and credit A. J. Gouley for the same 
in the Cash Book. 

Apbil 4, 189-. 

No. 178. — Read this order carefully and examine the bank draft. Have the goods been 
sent? If so, bill and enter the order, allowing the discount asked and make the entry for 
the bank draft. Note the endorsement on the back of the bank draft. Make out a set of 
shipping receipts and have the freight agent receipt for the goods. Enclose the original 
with the bill in a properly addressed envelope. 

No. 179. — Verify the calculations and enter in the proper book. 

No. 180. — Pay Curry, Tunis & Norwood by check the amount of their bill, less the dis- 
count allowed for prompt payment. Be sure to make the proper record of the discount in 
the Cash Book. 
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April 5, 189-. 

Note Ledger or Bill Book. The fourth of the labor saving books to be introduced 
is the Note Ledger, or the Bills Receivable and Bills Payable Book, as it is commonly called. 
In this book are entered all the notes received and issued by the business. When the same 
are paid or redeemed in any manner, the record is made in this book from the Cash Book or 
other posting book, and no account, either of the notes received or given, will be kept in 
the regular Ledger hereafter. The notes received are posted to the credit of the proper 
personal accounts in the regular Ledger, and those issued to the debit of the proper personal 
accounts. For form of Note Ledger see the blank furnished you ip. your supplies and the 
illustration given on opposite page. Study same carefully. 

No. 181. — Write a 30-day note favor of Fred Bowley for the amount the business owes 
him, dating it March 30, and making it payable at the City Bank. Make the entry on the 
Bills Payable side of the Note Ledger, filling all the blanks from the note, except the one 
headed " Drawer and Endorser. " (See opposite page.) 

No. 182. — For annual dividend on 25 shares of Worcester Coal Co. Stock. Credit Wor- 
cester Coal Co. Stock. Why? 

No. 183. — In response to an inquiry made by Mr. Hammond, the Quaker City Milling 
Co. has quoted the following price on flour: 4.00 per brl. less 10# when cash accompanies 
order. Write a letter ordering 200 brls., telling them you enclose bank draft in payment 
less the discount allowed. Write a check for the net cost of the flour, take it to the bank 
and receive bank draft for same. After endorsing the draft properly if made payable to your 
order, enclose it with your letter in a properly addressed envelope. Make the entry, charging 
the parties who have received the value. Why would it not be as well to send your check 
in place of the bank draft? 

Twelfth Report. Make a report and hand it to the teacher with the cash and vouchers 
for others. Copy your bookkeeping work into your regular books after it has been approved. 
Post the cash as previously instructed. 

Posting. Open accounts as follows: Frank Winter on the 34th line of page 1; Shipk 
Philip Lindeman, New York City, on page 7; Jno. G. Leake, Marion, Ky., on the 14th line 
of page 12; E. Levering & Co., 102 Commerce St., City, on the 14th line of page 20; Bremer 
& Mahis Co., 1405 Main St., City, on the 29th line of page 20, and Quaker City Milling Co., 
Philadelphia, on page 21. Post your books in the order previously indicated. In posting 
from the Note Ledger, debit Fred Bowley for the amount of the note, writing the word 
" Note " for explanation. Be sure to place the Ledger page in the proper column in the 
Note Ledger. Check your posting. 

April 6/189-. 

No. 184. — Bill and enter this order. Do you always verify your results? 1 

No* 185. — Pay C. W. Jefferson by check the amount due him less the discount allowed 
for prompt payment. 

No. 186. — In full of account to April 1st. 

No. 187. — To apply on account. Enter in the Bills Eeceivable Book, filling in the blanks 
from the note itself, excepting the one headed " Drawer and Endorser." 

April 7, 189-. 
No. 188. — Verify the extensions and enter in the proper book. 
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April 8, 189-. 

No. 189. — The goods asked for in this letter have been consigned by Mr. Winter to be 
sold on onr account and risk. Make out the invoice of shipment and enter in the Sales Book 
at current cost prices as shown by the March Inventory, prefixing the title "Shipt." Make 
out the shipping receipts and have the freight agent receipt for same. Do not prepay the 
freight; it will be paid at the other end of the line and charged to our consignment. 

No. 190. — The goods called for in this invoice of shipment have been received and are 
to be sold on account and risk of the shipper. Pay the freight as per the freight bill. Sign 
and detach the receipt and place in Vouchers for Others. Examine and file freight bilL 
Charge Const. Geo. Brown for the freight. 

April 9, 189-. 

No. 191. — Bill and enter this order, deducting the discount asked. Becord the check 
in the proper book. Make out a set of shipping receipts and have the agent receipt for the 
goods. Enclose the original with the bill to the party who gave the order. 

No. 192. — To apply on account. Enter similar to No. 187. 

April 10, 189-. 
No. 193. — Cash sales for the week. 
No. 194.— Verify and enter. Why is this bill receipted? Pay the freight. 

April 11, 189-. 
No. 195. — Bill and enter. 

No. 196. — Write a 30-day note payable at City Bank to balance White Star Mills' account, 
and make the entry similar to entry for No. 181. 

April 12, 189-. 
No. 197. — In full of account. 

No. 198.— Pay Edward P. Oenung's bill of the 7th inst. by check, less the discount 
allowed for prompt payment. 

No. 199. — Deposit all cash items on hand. 

April 13, 189-. 

No. 200. — Verify and enter as usual. 

No. 201.— Pay H. Knefely & Son's bill of March 14 by check. 

Thirteenth Report. Make a report and have your journal sheets approved. Copy 
same into your regular books. Prove the cash. 

Posting. Open the following accounts: Shipt. R. A. Golden, Louisville, Ky., on the 
14th line of page 7; Wm. J. Cooke, Asheville, N. C, on the 29th line of page 12; Const. Geo. 
Brown, New Orleans, La., on the 14th line of page 21, and Mast, Crowell & Kirkpatrick, 
City, on the 29th line of the same page. Post as previously instructed. Check your posting. 

April 14, 189-. 

No. 202. — Bill and enter this order in the Journal, at the price named, debiting the 
party who receives value and crediting Emmons, Hawkins & Co.'s Const. This entry is 
made in the Journal in order that you may give proper credit to the Consignors, instead of 
crediting the Merchandise account, as would be the case were you to make the entry in the 
Sales Book. 
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Note.— In badness, when the commission sales are numerous, a Commission Sales Book is kept for all 
sales on commission. In the absence of the Commission Sales Book a special column is used in the regular 
Sales Book to receive the sales on commission. 

No. 203. — In full payment of amount due. Head the note carefully. What difference 
do you observe between this and other notes that you have received? This note is interest 
bearing, and consequently we gain the interest that will accrue by extending the time, while 
the maker loses thereby the amount of the interest 

No. 204.— Write a note favor Mast, Crowell & Kirkpatrick in full of account, at one 
month from date of their bill, and make the proper record. 

April 16, 189-. 
No. 205.— Bill and enter. 

No. 206. — Verify the extensions and enter. 

No. 207. — Invoice of shipment for merchandise received to be sold for the account and 
risk of the consignor. Make no entry. Why not? The merchandise belonging to this con- 
signment will be designated as Const No. 2 to distinguish it from a previous consignment 
received from the same parties. 

No. 208.— Pay Henry Bonner's bill by check, less the discount allowed for prompt pay- 
ment. Do not fail to make the proper record of the discount. 



No. 209.- 



April 17, 1S9-. 
-Cash sales for the week. 



No. 210. — Account Sales and check for the net proceeds of shipment made on the 3d 
inst. Credit the shipment for the amount of the check, and, after examining the account 
sales, carefully file it on the Voucher Pile. 

No. 211. — In payment of bill less discount. Verify the discount calculation. 



No. 212.— Bill and enter, 
instructed. 



April 18, 189-. 
Make out shipping receipts, and proceed as previously 



No. 213. — As you have received payment from Weber & Co. for the merchandise sold 
them belonging to Emmons, Hawkins & Co.'s Const. No. 1, you will render them an account 
sales and remit them the net proceeds after your charges for commission, etc., and the discount 
allowed Weber & Co. for prompt payment have been deducted. Calculate the commission, 
etc., at 5# on the total sales. Debit Emmons, Hawkins & Co.'s Const for the total of com- 
mission and merchandise discount, and credit these accounts for their respective amounts, in 
the journal. With the exception of the amounts, make the entry as follows: 



Emmons, Hawkins & Co.'s Const. No. 1, 
Commission, 
Mdse. Discts., 



18 

5# on sales, 
allowed Weber & Co. 



24 



15 
9 



Give the reasons mentally for the above debit and credits. Write a check for the net 
proceeds and place it, with the account sales, in an envelope properly addressed. Charge 
the consignment from the stub of the Check Book for the remittance. When the entries 
just made are posted the account should balance. 
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April 19, 189-. 
No. 214. — Verify the extensions and enter. 
No. 215. — To apply on account. Enter similar to No. 203. 

April 20, 189-. 
Ifo. 216. — Account sales and check for the proceeds. Verify the calculations and enter 
as previously instructed, crediting Shipt. B. A. Golden. 

No. 217. — To balance account less discount for prompt payment. Verify the discount. 

April 21, 189-. 

No. ,218. — Bill and enter this order on the terms asked. As the goods sold do not belong 
to us, do not credit Merchandise, but credit the consignment to which they belong and debit 
jthe party who gave the order. In what book is this entry to be made? Why? 

No. 219.— Write a 60-day note favor Curry, Tunis & Norwood for $1000 to apply on 
account, and make the entry in the proper book. 

Fourteenth Report. Make a report and hand in all vouchers. Have your work 
approved and copy into your regular books. Prove the cash. 

Posting. Open accounts as follows: Commission on the 29th line of page 7; H. Weber 
& Co., City, on page 13; Chas. Y. Kay, 349 Main St., City, on the 14th line of page 13; 
Const. Emmons, Hawkins & Co. No. 1, Omaha, Neb., on page 22, and Henry Rohner, 
N. E. Cor. 5th & Race Sts., City, on the 14th line of page 22. Post and check as previously 
instructed. 

Apbil 22, 189-. 

No. 220. — Verify the calculations and enter. 

No. 221. — In full, less the discount allowed for prompt payment. Verify the discount. 

No. 222. — Render an account sales to Geo. Brown and send him the net proceeds by 
check. Commission to be 5# of gross sales. Deduct the merchandise discount allowed 
Chas. Y. Kay. In the Journal debit the Const, for commission and merchandise discounts 
and credit Commission and Mdse. Discounts for their respective amounts. 

Write the check for the net proceeds and make the proper record of same in the Cash 
Book. Place the check with the account sales in a properly addressed envelope. 

Apbil 24, 189-. 
No. 223.— Bill and enter. 

No. 224. — Cash sales for the week. 

No. 225. — The goods asked for have been sent. Make out the invoice of shipment but 
make no extensions. Enter in the Sales Book at current cost prices as shown by the March 
Inventory, prefixing the title "Shipt." Make out the shipping receipts and prepay the 
freight, which amounts to $18.64, by check. Have the freight agent receipt for same. 
Place the original with the invoice of shipment in a properly addressed envelope. 

No. 226. — Deposit all cash on hand. 

April 25, 189-. 
No. 227. — Verify the calculations and enter. 

No. 228.— Write a 30-day note favor J. J. Disosway & Co. for $1000, payable at City 
Bank to apply on account, and make the usual entry. 
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April 26, 189-. 
No. 229. — To apply on account. Make the usual entry. 

No. 230. — In payment of note due to-day. Endorse the note properly and place in 
Vouchers for Others. 

April 27, 189-. 

No. 231. — Make out one bill for this order. Charge him with the firm's merchandise 
in the Sales Book. For the merchandise belonging to the consignment, debit him in the 
Journal and credit the consignment (No. 2). Make out the shipping receipts and have the 
freight agent receipt for same. Enclose the original with the bill in a properly addressed 
envelope. 

No. 232. — Verify and enter. This method of billing is in use in many business houses. 

April 28, 189-. 
No. 233. — Make out an invoice of shipment for the goods asked for in this letter, as 
they have been sent, but do not make any extensions on same. Enter in the Sales Book, 
prefixing the title "Sbipt.," and make the proper extensions at the current cost as shown by 
the March Inventory. Prepay the freight amounting to $17.04 by check. Make out the 
shipping receipts and have the freight agent receipt for same. Enclose the invoice of ship- 
ment and the original shipping receipt in a properly addressed envelope. 

April 29, 189-. 

No. 234. — Bender an account sales to Emmons, Hawkins & Go. for Const. No. 2, but 
do not send them the proceeds, as you have not received pay from A. J. Qouley, to whom 
you sold the goods. In the Journal charge (debit) the consignment with the commission 
and net proceeds, and credit Commission for the commission, and Emmons, Hawkins & Co., 
Principals, for the net proceeds. The word Principal is affixed to their firm name to indi- 
cate that the firm of C. W. Hammond & Co. is bound to them in trust, instead of owing 
them a simple debt. Write a letter explaining that the proceeds have been placed to their 
credit and that you will forward same as soon as the goods are paid for by the party to whom 
you sold them. Enclose the letter with the account sales in a properly addressed envelope. 

No. 235. — Note due to-day is paid by the City Bank out of the firm's deposit. Make 
the proper records on the stub of the Check Book and in the Cash Book. If in doubt, refer 
to a previous entry similar to this one. 

April 30, 189-. 
No. 236.— Bill and enter. 

No. 237.— Pay by check. 

No. 238. — Pay yourself, Mr. Hammond and Mr. Winter each $150 by check for private 
use. 

No. 239. — Calculate the interest on your investment for 30 days — the time it was 
invested; also on Mr. Hammond's and Mr. Winter's. Add the three interests and divide the 
amount by three to find the average. Observe that Mr. Winter's interest is as much below the 
average as yours and Mr. Hammond's combined are above. It will be readily seen that Mr. 
Winter is indebted to you and Mr. Hammond for the amount that his interest is less than 
the average. Therefore you will debit him in the Journal for that amount and credit your- 
self and Mr. Hammond for the amounts above the average. Be sure to write an appropriate 
explanation of this entry. 
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No. 240. — Deposit all cash on hand. Leave your Pass Book at bank to be written up. 

Fifteenth Report. Make a report and hand all cash and Touchers for others to the 
teacher. Have your bookkeeping work examined and approved, after which copy into your 
regular books. Prove the cash, then balance and rule the Gash Book. 

Posting. Open the following accounts: Shipt. E. Spencer, St. Louis, Mo., on page 8; 
Shipt. Bower & Moore, Chicago, 111., on the 14th line of page 8; Miller, Lippincott & Co., 
134 S. Front St., City, on the 29th line of page 22; Emmons, Hawkins & Co.'s Const. No. 2, 
Omaha, Neb., on page 23, and Emmons, Hawkins & Co., Principals, Omaha, Neb., on the 
14th line of the same page. Post in the order previously indicated. Post the last entry on 
each side of the Cash Book to the Note Ledger in the columns ruled for that purpose, as no 
account of either Bills Beceivable or Bills Payable is kept in the regular Ledger. Do not 
fail to post the totals of the Merchandise Discount columns in the Cash Book to the proper 
account in the Ledger. Post the total purchases and sales for the month to the Merchandise 
account. 

Statements. Make out statements as previously instructed and have them approved* 

Trial Balance. — Take a trial balance and have it approved. Be sure to include the 
cash on hand, the notes on hand, and the firm's notes outstanding. 

Inventories and Balance Sheet. Make the extensions on the Inventory of Merchan- 
dise and other property (No. 240a) as furnished you by Mr. Winter and have it approved. 
Copy same into your Journal. Make an Inventory of Resources and Liabilities and have it 
approved. Make a Balance Sheet. Have it approved and close the accounts showing losses 
and gains. 

Present all books and your vouchers on file for inspection and approval. 

Questions. What is Beal Estate ? What instrument is necessary to transfer Real Estate P 
Why is Beal Estate not kept under the Mdse. account? Why is a separate account kept for 
Stock purchased instead of including it in Mdse? What is the object in allowing a discount 
on bills paid within a certain time? What advantage is there in discounting your note at 
bank? What is the object in keeping the Sales Book? The Invoice Book? What is a cer- 
tificate of deposit? Why is the Pass Book more frequently used by banks in giving credit 
to depositors for their deposits than the certificate of deposit? What is a consignment? To- 
whom is a consignment known as a shipment? What is the object in shipping goods to a 
Commission Merchant in another city to be sold? What is an Invoice of Shipment? What 
is the difference in use between an Invoice of Shipment and an ordinary bill? What is aik 
Account Sales? On what is the commission always reckoned? What is meant by the Net 
Proceeds? Are the net proceeds always remitted to the consignor when the account sales i» 
rendered? Why is it not necessary to make an entry when we receive goods to be sold on 
commission for other parties? What is the object in keeping a Note Ledger or Bill Book?* 
When is it customary to allow partners interest on their investments and charge them 
interest on their withdrawals? Give a good reason for filing all the vouchers received by 
the business. 
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The Business of C. W. Hammond & Co. Dissolved. 
May 1, 189-. 

Dissolution of Partnership. You will now assume that a fire has destroyed the 
entire business block of which 122-124 Main Street is a part. Your stock of merchandise 
and all the fixtures, except the fire proof safe and its contents, have been consumed. Owing, 
either to negligence or imprudence, you and your partners failed to carry insurance on your 
property, and consequently will have to bear the loss. 

Mr. Hammond has been offered the management of the City Grocery Company at a good 
salary and has decided to discontinue business. The Tropical Fruit Company have made 
Mr. Winter a very flattering offer to go to South America as their purchasing agent. Glad 
to avail himself of the opportunity to travel, he has decided to accept, if you and Mr. Ham- 
mond will agree to discontinue the business or purchase his interest. 

J. D. Creager, doing business as a retail grocer at 228 Walnut St., is desirous of increasing 
his business; with that end in view he makes you a proposition to take you into partnership 
and open a larger and better store at 620-622 Broadway. 

You and your partners meet and confer. They propose that as you are thinking of con- 
tinuing as a merchant, you would better attend to the closing up of the late business. Mr. 
Hammond proposes to accept as his share of the remaining assets the real estate, valued at 
$3250, and the 25 shares of Worcester Coal Co. stock, valued at $2625, making a total of 
$5875. Mr. Winter agrees to take as his share of the assets the two notes drawn by A. J. 
Gouley, for $1000 and $2152.08, respectively. You are to receive the remainder of the assets 
and assume all the liabilities. Ascertain from the April Balance Sheet the amount of your 
share of the assets, provided you accept their proposition. 

You will observe that your share of the remaining assets after the liabilities have been 
discharged will be greater in proportion to the investments than either Mr. Hammond's or 
Mr. Winter's; but you are to consider that you will be put to the trouble of closing up 
the business, and should you fail to collect all or part of any of the accounts you will be 
the loser. 

You decide to form the partnership with J. D. Creager. You, also, agree to the terms 
proposed by Mr. Winter and Mr. Hammond. Endorse the A. J. Gouley notes over to Frank 
Winter, by a full endorsement, i. e. 9 write "Pay to the order of Frank Winter, C. W. 

Hammond & Co., per fr5?H.??™®?. ," and place them in Vouchers for Others. Transfer 

the Worcester Coal Co. Stock to Mr. Hammond by assignment; i. e., fill out the blank form 
of assignment on the back of the certificate, complying with all the requirements. Write up 
a quit-claim deed, quit-claiming your and Mr. Winter's interests in the real estate to Mr. 
Hammond. (See form S in the appendix.) Make a copy and submit your work for approval 
before copying on the form provided in your supplies. Get your teacher to sign for Frank 
Winter. Place all papers in Vouchers for Others. 

Prepare an Inventory of the Resources and Liabilities, which you are to submit to your 
future partner, Mr. Creager Have it approved. Prepare a bill of sale in which C. W. 
Hammond and Frank Winter transfer to you your share of the effects as scheduled in the 
Inventory of Resources and Liabilities you have just prepared. (See form b in the appendix.) 
Have it approved before copying on the form furnished you in your supplies. Your teacher 
will sign for your partners. Place it on the Voucher File. Endorse the notes drawn by 
Harry Powell and Frey & Thomas, making them payable to your order. Write a check 
payable to your order for the amount of cash on hand but do not detach it. 
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Closing Accounts Showing Losses and Gains. Turn to your Ledger and close the 
accounts (Merchandise, Furniture & Fixtures and Real Estate) affected by the fire into Loss 
& Gain account. There are no inventories of Furniture & Fixtures and Merchandise, as 
everything belonging to these accounts has been destroyed; the inventory of Real Estate is 
$3250. 

Closing Partners' Accounts. Close the Inventories of Real Estate and Worcester 
Coal Co. Stock into Mr. Hammond's account, making use of red ink and explanations, as 
you do when closing an account into Loss & Gain account. Next, on the debit side of his 
account, write "Loss" and the amount required to balance his account. Rule his account 
and transfer this balance to the credit of Loss & Gain account. Next transfer the A. J. 
Gouley notes from the Bills Receivable account in the Note Ledger to the debit of Frank 
Winter's account. Write in the Note Ledger opposite the respective notes in red ink, 
"Frank Winter, 1," and the amount. Transfer the total to the debit of Frank Winter's 
account, writing "A. J. Gouley notes" and the amount. Transfer the balance of his account 
to the Loss & Gain account. The remaining part of the Loss, as shown by the Loss & Gain 
account, you will now close into your account, which is the amount you have lost. Bring 
down the balance of your account, which should be equal to your part of the Resources less 
the Liabilities, as shown by the Inventory of Resources & Liabilities which you have prepared. 

Notice of Dissolution. Your relations with C. W. Hammond and Frank Winter as 
partners are now at an end, and the law is that neither of you may by any act bind the late 
firm as to any new transaction, but this presupposes that the person with whom the trans- 
action occurs knows of the dissolution. It follows, therefore, that notice of the dissolution 
should be given. It is customary to mail a circular notice to all persons with whom the firm 
had any dealings, and also to insert a notice of dissolution in the advertising columns of one 
of the local newspapers so as to inform the general public, although it is not necessary to 
give notice of the dissolution to those who have had no dealings with the firm. 

The following is a convenient form for giving notice of the dissolution, and may be sent 
to the persons with whom the firm has been doing business, or it may be published in the 
paper, or both. 

Notice of Dissolution. 

Notice is hereby given that the copartnership heretofore existing under the firm name 

of C. W. Hammond & Co., at .^ur.piaoe) i 8 this day dissolved. All accounts due the 

firm are to be paid to ft^JHHSSi. , and all liabilities should be presented to him for 

payment. 

Dated <^HF..#«£?>. , May 1, 189-. 

C. W. Hammond. 
(Your name.) 

Frank Winteb. 

Prepare a notice similar to the above but do not sign for your partners. Present it with 
your books for inspection. 
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RETAIL GROCERY BUSINESS. 
Monday, Mat 10, 189-. 

The New Firm. It is agreed between Mr. Creager and yourself that the firm name 
under which you are to do business shall be J. D. Creager & Co. Each partner is to invest 
his entire Resources, and the Liabilities of each are to be paid by the firm. All losses or 
worthless resources are to be charged to the partner investing same. Both partners are to 
share gains, losses and assets equally, and each partner is entitled to draw $25 per week for 
private use. Mr. Creager will make all purchases, sell to customers who buy for cash, and* 
make all deposits for the firm. You are to keep the books and sell to persons who buy on 
account. Mr. Creager is to be credited for Good Will for an amount sufficient to make his 
capital equal to yours. 

By Good Will is meant the good name, the trade, the acquaintance and the standing 
which J. D. Creager's business at 228 Walnut Street has acquired. The good will of some 
business concerns is their most valuable resource. 

No. 241. — By this bill of sale Mr. Creager sells the entire effects of his late business at 
228 Walnut Street to the firm of J. D. Creager & (So. Read it carefully, then draw up one 
transferring your share of the effects of the late business, 122-124 Main Street, to the firm of 
J. D. Creager & Co. Have your bill of sale approved. After folding it properly, brief both 
documents, t. e., fill out the blanks on the back of same. Place them on the Voucher Pile. 

Carefully read form 5 of partnership agreement given in the appendix, then draw up a 
partnership agreement between Mr. Creager and yourself, observing every detail as given in the 
form. Have your Partnership Agreement approved, then brief it and file on the Voucher Pile. 

Take Mr. Creager's bill of sale from the Voucher File and make the proper records for 
his investment in the books as explained in the following: 

Opening Entries. In the Cash Book credit J. D. Creager for the amount of cash 
invested. (See form oj Cash Book, pages 88 and 89.) In the Note Ledger, on the Bills Receiv- 
able side, on page 2, credit him in the "Drawer & Endorser" column for the note he invests. 
Credit him for the remainder of his resources and for Good Will in the Journal as illustrated 
below. You are to determine the amount of Good Will by subtracting his Net Capital from 
your Net Capital. Debit him for his liabilities as illustrated. 







May 10, 189-. 














J. D. Creager and S*™******. commenced business 














under the firm name of J. D. Creager & Co. 














J. D. Creager's Resources are: 
Cash, (2482. 40. 
J. P. Hinott's note, $450. 














V 


(See Cash Book.) 
(8ee BUI Book.) 












V 














Furniture & Fixtures 


on hand 


500 












Horse & Wagon 


*• 


250 












U. 8. Bonds 


<< 


2500 












J. D. Tuckey 


owes him 


20 


50 










Waverly Hotel 


4f 


82 


40 










Mrs. E. E. Snoop 


«< 


16 


20 










Mdse. 


per Inventory 


885 


16 










Good Will 
















J. D. Creager 
















His Liabilities are: 
















J. D. Creager 




902 


66 










Carry, Tunis & Norwood 


owes them 






621 


50 






Ballard & Ballard Co. 


a 






281 


16 
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Retail Cash Book. 



DATE. 


L. F. 


LEDGER ACCOUNTS AND EXPLANATIONS. 


GENERAL. 


MD8E. 


189- 

May 


10 

11 
12 
13 


25 
25 

2 
82 

82 

82 

88 
25 


J. D. Creager, invests 
Student, 

Cash sales for the day 
Bills Receivable, M. Mahoney's note 
J. D. Tuckey, in full 

Cash sales for the day 
Waverly Hotel, in full 

Cash sales for the day 
Mrs. E. K. Snoop, in full 

Cash sales ior the day 
Harry Powell, in full 
Mdse., total cash sales 

Balance 


2000 
5000 

500 
42 

86 

17 

72 

710 


50 
25 
25 


120 

145 
205 
240 






710 






8428 


00 




May 


18 




7485 


70 







You will now enter the Resources and Liabilities of your late business as shown by the 
bill of sale you executed. Take your bill of sale from the Voucher File and replace the one 
you have been using. Observe the instructions and illustrations given for entering J. D. 
Oreager's Resources and Liabilities when making the entry for your investment Be sure to 
transfer the Bills Receivable on hand to page 2 of the Note Ledger, crediting yourself in the 
" Drawer & Endorser" column for each note invested. Likewise transfer the Bills Payable 
outstanding to page 2 of the Note Ledger, charging yourself in the " Drawer & Endorser"" 
column for each note not redeemed. 

No. 242. — By this check J. D. Creager turns over the cash he invests to the firm of 
J. D. Creager & Co. Transfer the check in your Check Book, made payable to your order, 
to the firm of J. D. Creager & Co. by endorsing it in blank. Make out a deposit ticket, 
using the proper form, and endorse the checks as follows: "Pay to the order of Farmers 

and Mechanics Bank, J. D. Creager & Co., per ^ur name) # » Enter the deposit on 

the stub of the check book where you find the first Farmers and Mechanics Bank check. 
Place the checks and deposit ticket in an envelope and write J. D. Oreager's name on the 
envelope. Mr. Creager will make this and all subsequent deposits for the firm. The Farmers 
and Mechanics Bank will supply the Pass Book; banks as a rule supply their customers with, 
pass books, and, if desired, check books. 

Posting. Post the entries just made, placing the initial of the book from which you 
post in the explanation column of each account in the Ledger. Be sure to post the note 
invested by J. D. Creager to the credit of his account and the notes invested by you to the 
credit of your account; also post to the debit of your account all notes outstanding. 

In opening accounts in the Ledger, place four accounts on a page, beginning with the 
Proprietors' accounts on page 25. Place all property and allowance accounts under this 
group. On page 28 begin with the personal accounts payable or accounts with persons to 
whom the business is indebted. On page 32 begin with the personal accounts receivable or 
accounts with persons who are indebted to the business. 
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DATS. 


L. F. 


LEDGER ACCOUNTS AND EXPLANATIONS. 


GENERAL. 


MD6E. 


EXPEN8B. 


189- 




















May 


10 
11 


28 


Premium for insurance 5.00; postage 2.00 
Baker's bill for the day 
One week's rent in advance, ck. # 1 
Apples and potatoes, ck. J 2 
J. J. Disosway & Co., in full 

Dried beef and peaches, ck. # 4 
Moving telephone 
Baker's bill for the day 


72 


40 


1. 
18 

26 


50 


7 
20 

5 














8 


60 










2 


Bills Payable, White Star Mills 
Curry, Tunis & Norwood, in full 


500 
















28 


240 














12 




Butter and Eggs, ck. $ 7 
Horse feed 






27 


80 


12 






18 


25 
25 


Cheese 5.00; apple butter 4.00 
Expense, total for week 
Mdse., total cash purchases 


44 
85 


90 


9 










44 






85 


90 










Balance in bank* 

• Italics indicate red ink. 


7485 


70 












8428 


00 























In case you are unable to decide under which division an account belongs, consult the 
0. W. Hammond & Go. Ledger or the teacher. 

Trial Balance. Take a trial balance and have it approved. 

Balancing Old Ledger* Tarn to Shipt. E. Spencer account in the G. W. Hammond 
& Go. Ledger. Write on the credit side in red ink, May 10 (with the year above), J. D. 
Creager & Co. L. y 27, 888.60. Rule the account as heretofore instructed, but do not bring 
the balance down, as it is to bo found in Greager & Co.'s Ledger whero indicated by the folio 
number in the balancing entry you have just made. Continue in like manner with all 
accounts that do not balance. Be sure to include the number of the page to which the 
account has been transferred in your balancing entry so that the balance of the account can 
be readily traced to J. D. Creager & Co.'s Ledger. Balance both sides of the C. W. Ham- 
mond & Co. Note Ledger as per above instructions. 

Books Used. The books used in this business do not differ materially from the ones 
used in the preceding business, the Journal and Note Ledger being identical in form. 

Cash Book. Labor saving columns are used in the Cash Book. (See illustration of 
Cash Booh on pages 88 and 89.) All items, the amounts of which are placed in either of the 
Merchandise columns or Expense column, are short-extended, i. e., the entries are written 
farther to the right, away from the Ledger folio column, to indicate that they are not to be 
posted as separate items. In entering an item, the amount of which is to be placed in one of 
the Special Columns, make a full explanatory record of same and omit the title of the Ledger 
account, as the heading of the Special Column receiving the amount clearly indicates the 
account to be charged or credited. At stated periods, usually once a month, the Special 
Columns are footed and the footings carried to the General Column, when the totals are 
posted — the Mdsc. total on the left side to the credit of Mdse. account, and the Mdse. and 
Expense totals on the right side to the debit side of the proper accounts. 
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Abstract Sales Book. Instead of making a detailed record of the sales in the Sales 
Book as heretofore, in this business you will make an abstract of each sale from the Sales 
Ticket; t. «., write the party's name and the total of his purchase, together with the number 
and date of the Sales Ticket from which the abstract is made. (See form of Abstract Sales 
Book given below.) Instead of the Abstract Sales Book, Abstract Sales Sheets are often used. 

Abstract Sales Book. 



DATE. 


NO. OP 

SALE. 


L. F. 


NAMB OF PURCHASER. 


ADDRESS. 


AMOUNT. 


AMOUNT 

OF 

DAILY 

SALES. 


May, 


10 
11 


1 

2 
8 
4 
5 

6 

7 
8 
9 




Mrs. Paul Frey, 
Mrs. Simon Hart, 
N. A. Eckler, 
Waverly Hotel, 
Dennett's Lunch Rooms, 

Mrs. G. Brenner, 
Mrs. Simon Hart, 
R. H. Lord, 
Mrs. Paul Prey, 


200 Broadway, 
114 Walnut St., 
66 Marshall St., 
7th & Walnut, 
9th & Chestnut, 

1216 8th St., 

58 Manhattan St., 


2 

5 

2 

26 

7 


06 
40 
60 
60 
40 


48 

7 


95 




2 

1 

1 
1 


40 
75 
55 
80 


00 












— . 



Sales Tickets. The Sales Tickets nsed in business are printed in duplicate (sometimes 
in triplicate) and are usually bound in book form. By the use of carbon paper two or more 
copies are produced at one writing. The original is sent to the bookkeeper's desk to be 
charged, while the duplicate is delivered with the goods to the purchaser. After the Sales 
Tickets for the day have been entered in the Abstract Sales Book or on the Abstract Sales 
Sheet they are filed in numerical order so that reference to them can be readily made. 
Various appliances are used in business houses for filing sales tickets and other papers of a 
like nature. The following are forms of the original and duplicate forms of Sales Tickets. 



4Ut*ss ? <r ft -tCZy t*^**&<<M*4y7i***£y'- 



J. D. CREAOER & CO. 



2{* 



* r -£f*****S*' r—t£* 



'<?- 




*>^2-^</-<sV 







ORIGINAL. 



DUPLICATE. 



In the larger retail houses the salesmen are designated by number. The salesman's number in the 
above case is 2. In this business Mr. Creager will be designated as salesman number 1 and you as 
salesman number 2. 
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Cash Tickets. For cash sales, Cash Tickets are used. While tney differ in use they 
are identical in form to the Sales Tickets, and are also printed in duplicate or triplicate. 
The original is sent to the cashier's desk with the cash received, and the duplicate is enclosed 
with the purchase. The cashier makes an abstract on an Abstract Cash Sheet of the differ- 
ent Cash Tickets for the day, the total of which must agree with the actual amount of cash 
received from Cash Sales. 

The cashier reports daily to the bookkeeper the amount of cash received, and the result 
is verified by him or by some other person by checking the Cash Tickets with the Abstract 
Cash Sheet and proving the addition. In this business Mr. Creager will verify the cashier's 
results. The method of filing the Cash Tickets is similar to that of filing the Sales Tickets. 
Following are the forms of original and duplicate Cash Tickets. 



Hsm. 



J. D. CREAGER & CO. 










s£ 



*T 



Amount Rt u htt . f/T-^^ E**mimU ky_ 



J. D. CREAGER & CO. 







SS? 



'/> 



st 



-£ 4*f 



ORionrAi*. 



DUPLICATE. 



Advantages of the Ticket System. The Ticket System which you are to use in 

this business is the one in use in the more progressive retail houses; especially is this true in 
dry goods establishments and department stores. It is a labor saving method, as the Tickets 
take the place of the Order Book, Customers' Ledger and Pass Book. Besides, Pass Books 
are an inconvenience, both to customers and merchants; but when they are not used the 
customers have no way of checking the articles purchased at the time of delivery, unless the 
Ticket System be used. • 

Other Books Sometimes Used. In some retail houses the Order Book, Accounts 
Payable Book, Petty or Customers' Ledger and Main Ledger are kept. Other books, as Petty, 
Cash Book, Beceiving Book, Clerks' Sales Eecord, Department Sales Book, Department Sales 
Ledger, Abstract Books, etc., are also kept in the larger retail houses. 

Order Book. The Order Book used in most retail houses is a cheap, coarse book, made 
usually with a page twelve inches long and five inches wide, and lies upon the counter during 
business hours. Goods to be delivered, that are paid for when ordered, are entered regularly 
in the Order Book, and the word " Paid" is written across the order, but the amount is not 
extended into the outside column. If not paid for, the amount is extended into the outside 
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column, and the items are entered in the purchaser's account in the Customers' Ledger at 
the close of the day's business, or at such other times as it may be convenient to post from 
this book. At the close of the day's business, or at the end of the month, the outside money 
column of the Order Book is footed, and the footing, which represents the credit sales of 
Mdse. for that period, is posted to the credit of Mdse. (See form of Order Booh below.) 

Some retail houses have two sets of Order Books. One set for use on Mondays, Wednes- 
days and Fridays, and the other for use on Tuesdays, Thursdays and Saturdays. When this 
is done, the books used in the store on one day are examined, checked and posted in the 
office on the next. 

Order Book. 
May 2, 189-. 



LF. 

16 



20 



Mrs. Paul Frey, on <jfe, 

1 bait Flour, 
lit Rio Coffee, 
j$ Oolong Tea, 

Mrs. Simon Hart. cash, 

2 bags Flour, 
1 bu. Apples, 

1 Sugar Cured Ham, 16#, 

T. W. Dryden, on % 

1 bu. Potatoes, 
1 doz. Florida Oranges, 
1# Rio Coffee, 
1 bag Flour, 



R. L. Long, 
2# Butter, 

1 hag Salt, 

2 bags Flour, 



8 



cash, 





1 


50 
80 




501 




25 


2 


1.60 


S 








no 




11** 


1 


84 






5 


84 






85 








40 








80 






1 


50 


2 


25* 




50 






05 




1.50 


8 








8 


53' 



05 



55 



Customers' Ledger. The Petty or Customers' Ledger is, generally, a medium sized 
book, ruled like the ordinary Journal, and contains accounts with customers only. The 
purchases and payments of customers are entered in detail in this book, the former from the 
Order Book or Sales Tickets, the latter from the Cash Book. From a Ledger kept in this 
way an itemized statement of a customer's account can easily be made at any time. Such, 
statements are rendered monthly in most retail houses where the ticket system is not used. 
(See form of Customers 9 Ledger, page 93.) 

It will be observed that the left-hand money column is used for debit amounts, and the 
right-hand money column for credit amounts. The items are short-extended until the line 
is filled, when the sum of the items on that line is entered in the money column. Two or 
more dates may be entered on one line, thereby economizing space. 

As a part of the accounts of the business are kept in the Customers' Ledger, the balance 
of these accounts must be carried to the Trial Balance when balancing the books. Instead 
of keeping a separate Ledger for customer's accounts, it is customary in the smaller retail 
houses to set aside a portion of the regular ledger for customers' accounts or personal accounts 
receivable as explained at the foot of page 88. 
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Customers' Ledger. 
Mrs. E. K. Shoop, 2635 Columbia Ave., City. 



189-. 

May 


2 
5 

6 

8 

11 

12 


Mdse., per P. B., 

201b. A. Sugar, ••; 4* lb. C. Pish, »•; 2 lb. J. Coffee, »•; 

41b. Crackers, 40 ; 5 gal. K. Oil, «; 8 bu. Potatoes, 2*°; 

Cash, 

Mdse., per P. B., 2 10 ; (9) Mdse., per P. B.. 2", 

20 lb. G. Sugar, l 08 ; 2 qt. Oysters, i0 ; 1 pkg. Pepper, ■•; 

21b. J. Tea, l 10 ; 1 Lemon ex., »°; 51b. Butter, I", 

Cash, 

4 


2 
2 
8 

4 
1 
2 


28 
01 
55 

87 
90 
55 


5 

11 


00 
66 




16 


66 


16 


66 








1 





The Pass Book. It is customary for some retailers, who do not use the Ticket System, 
especially those engaged in the grocery or market business, to furnish each regular customer 
a pass book, which is usually pocket size, and ruled like the ordinary Day Book. (See form 
of Pass Booh below. ) 

The book is footed at the bottom of each page, and the footing carried forward until a 
payment is made, when it is deducted, and the balance brought down. 

In case the credit items are numerous the Pass Book is kept similar to the Cash Book or Bank 
Pass Book; the debit items being placed on the left-hand page and the credit on the right-hand 
page. This method is usually employed when farm products are exchanged for groceries, etc. 

When an order is given at the store to be delivered, the pass book is usually left with the 
order, and when the goods are delivered the pass book is returned, with the proper charges 
entered in it. 

When the items are entered in the pass book it is not necessary to post in detail in the 
Customers 9 Ledger; the date, amount, and explanation "per Pass Book" or "per P. B.," 
being sufficient. But orders are often received and charged in the absence of the pass book, 
when the items should, of course, be posted in detail in the Customers' Ledger; and the 
details would indicate " not on Pass Book." Then when the pass book is left at the store 
to be " written up," the bookkeeper copies from the Customers' Ledger only the detailed 
charges, and then tests the footing of the pass book with the footing of the account in the 
Ledger, which should agree. 

When pass books are used no bills are rendered for the month, as the pass book is a 
statement of account in itself. The page of the customer's account in the Ledger is usually 
written in large figures on the cover of the pass book, together with the customer's name, 
which enables the bookkeeper to turn to the customer's account without consulting the index. 

Pass Book. 

1 (Left band page.) (Right band page.) 2 



180-. 
May 



i lb. Java Coffee, 
1 lb. G. P. Tea, 

1 sack Flour, 

20 lbs. A. Sugar, 
4i lb. C. Fish, 

2 lb. J. Coffee, 
5 gal. K. Oil, 
4 lb. Crackers, 
8 bu. Potatoes, 

Forward, 



18 
50 
60 
95 
86 
70 
75 
40 
40 

84 



180-. 
May 



Forward, 
Cash, 

Balance, 

2 Brooms, 

4 bu. Apples, 

1 lb. Raisins, 

1 doz. Bras, 

1 cake Chocolate, 



84 
00 



84 
50 
00 
12 
28 
25 



94 ' OFFICE ROUTINE AND BOOKKEEPING. 

No. 243. — Miss Emma Frey has been engaged as cashier and stenographer at a salary of 
•10 per week. She has given bond for the faithful performance of her duties, which meets 
with Mr. Grcager's approval, and which you will also approve. Read the bond carefully so 
as to become familiar with the form, then fold, brief and file it. 

Miss Prey is to have charge of the cash. She is to receive all currency and checks, pay 
out all currency, and render a statement of the cash received and paid out, to the bookkeeper 
at the close of each day's business. 

No. 244. — Bead this lease (No. 244) carefully, then brief and file it. Pay the rent for 
one week in advance. Write the check and place it in Gash Paid Out. In this business da 
not enter checks issued until instructed at the close of the day's business. 

Nos. 245, 246, 247, 248. — Mr. Creager has received the goods called for by these bills. 
Qo over the calculations and if found correct 0. K. the bills. Enter in the Invoice Book 
beginning on page 7. 

Mr. Oreager has purchased 40 bu. Potatoes at 25# and 30 bu. Apples at 40# from John 
Payne for cash. Write a check in payment of same. 

Write a check making it payable to Frank J. Brown in payment of 40 doz. Eggs at 15£ 
and 56 lbs. Butter at 200. 

Pay J. J. Disosway & Co. by check the amount due them. 

Make out the Sales Tickets for the orders received that are to be charged on account. In 
business the salesman receives the orders and makes out the Sales Tickets. You will now 
perform the work of the salesman who sells on account, and prepare the Sales Tickets for. 
the sales on account for the day referring to the Model on page 90. 

Note.— The duplicate Sales Tickets are dispensed with as they are not necessary to illustrate the method 
of keeping the books. If they were used you would write the original in pencil placing a carbon sheet on 
the duplicate, then detach and place it in Vouchers for Others. 

Sales on Account.— (1.) Mrs. Paul Frey, 200 Broadway, 1 bag Flour, 1.50; 1 lb. Bio 
Coffee, 300; £ lb. Oolong Tea at 500. 

(2.) Mrs. Simon Hart, 114 Walnut St., 1 bottle Lemon Extract, 250; 2 bags Flour at 
$1.50; 1 bu. Apples, 500; 1 Sugar Cured Ham, 16 lbs., at 11J0. 

(3.) N. A. Eckler, 66 Marshall St., 1 bu. Potatoes, 350; 1 doz. Oranges, 500; £ doz* 
Lemons at 400; 1 lb. Java Coffee, 350; 1 bag Flour, $1.50. 

(4.) Waverly Hotel, 7th & Walnut Ste., 25 lbs. Butter at 22#; 1 brl. Gran. Sugar, $8.75; 
20 lbs. O. Tea at 290; 2 brls. Flour at $4.80; 10 doz. Eggs at 180. 

(5.) Dennett's Lunch Booms, 9th & Chestnut Sts., 12 lbs. Butter at 240, 50 lbs. Sugar 
at 6±0; 12 bottles Tomato Sauce at 150. 

Go over your Sales Tickets to see that you have omitted none of the details and that the 
extensions and calculations are correct. Have you numbered the Sales consecutively as 
given above and placed your number (2) on each ticket? 

Enter the Sales in numerical order in the Abstract Sales Book, giving the date and 
number of the sale, the name and address of the party who made the purchase and the amount 
of the purchase. (See illustration of Abstract Sales Booh on page 90.) Extend the total to 
the "Amount of Daily Sales" column. File the Sales Tickets in numerical order in the 
receptacle furnished yoa for that purpose in your supplies. 

Note.— Your partner is supposed to sell to customers who buy for cash. He makes a set of Cash 
Tickets for each sale, encloses the duplicate with each purchase and sends the original with the cash received 
to the Cashier's desk. The total amount of cash received from Cash Sales should at any time equal the 
total of the Cash Tickets. These tickets are kept on file in numerical order by the Cashier so that reference 
can be readily made to them. 
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No. 249. — Cashier's Statement. Examine voucher No. 249 carefully. See if the 
additions and subtraction are correct. Make the entries therefrom in the Gash Book as 
follows: 1. Credit Mdse. for the cash sales and place the amount in the Mdse. column. 
Short-extend this entry to indicate that it is not to be posted until the end of the week. 
(For similar entry, see illustration of Cash Booh, pages 88 and 89.) 2. Credit Bills Rec. in 
the General Column for the amount received from Harry Powell as it is in payment of note 
due yesterday. (See Note Ledger.) 3. Credit J. D. Tuckey in the General column for the 
amount received. 4. Debit Expense for the amount paid for insuring the stock of mer- 
chandise, also for postage and place the amounts in the Expense column. 5. Debit Mdse, 
for the baker's bill and place the amount in the Mdse. column. Have you short-extended 
each of the entries on the credit side to indicate that they are not to be posted? Pile the 
statement on the Voucher File. 

From the stub of the Check Book make entries for all checks issued to-day. Be sure to 
place the amounts in the proper columns and short-extend each entry the amount of which 
is to be placed in one of the Special columns. Pi^ove cash to see that the balance as shown 
by the Cash Book agrees with the actual amount on hand, t. e., in bank, and in safe as 
shown by the cashier's statement. If found to agree, present your Sales Book, Sales Tickets 
and Cash Book for inspection. Post the books. Do not post any items that appear in either 
of the Mdse. or Expense columns. Check over the posting. 

Tuesday, May 11, 189-. 

Nos. 250 and 251. — Verify the calculations and additions of these bills. Paste them 
into the Invoice Book. 

Pay note due to-day by check. (See Note Ledger.) Take the check to the teacher and 
receive the note properly cancelled. 

Pay Curry, Tunis & Norwood the amount due them. 

Make out Sales Tickets for the following: 

Sales On Account.— (6.) Mrs. G. Brenner, 1216 8th St., 1 can Corn, 150; 2 doz. 
Eggs at 1?|0; 3 lbs. Sugar at 6}0; 1 bottle Salad Dressing, 300; 1 bu. Potatoes, 400. 

(7.) Mrs. Simon Hart, 1 lb. Grenoble Walnuts, 300; 1 lb. Cheese, 22ft 2 lbs. Dried Beef 
at 28^. 

(8.) B. H. Lord, 53 Manhattan St, 2 lbs. Java Coffee at 350; li lbs. Butter at 250; 
5 lbs. D. Peaches at 180; 1 bag Salt, 60. , 

(9.) Mrs. Paul Prey, 2£ lbs. Butter at 250; 1 bag Salt, 60; 2 lbs. Mixed Candy at 12^0; 
3 gal. K. Oil at 110. 

(10.) Mrs. E. C. Mills, 55 Chestnut St., 3 bu. Potatoes at 400; 1 Broom, 300; 1 gal. 
Vinegar, 100; 3 dox. Eggs at 17£0. 

(11.) Waverly Hotel, 1 crate Eggs, 30 doz. at 160; 1 box Oranges, $3.95; 1 brl. Salt, $2.00. 

(12.) Mrs. S. Eichert, 711 16th St., 1 brl. Flour, $4.85; J lb. Baking Powder at 500. . 

Verify your work. Enter the Sales Tickets in the Abstract Sales Book in numerical 
order, then file them numerically with the Sales Tickets of yesterday. 

No. 252. — Verify the additions and substraction of this statement and make the entries 
in the Cash Book referring to previous instructions. Add the deposit to the balance in 
bank. File the statement on the Voucher File. 

Enter the checks issued to-day from the stub of the Check Book. Prove cash. If found 
to agree present the Cash Book, Sales Book and Sales Tickets for inspection. Post the 
books. Check over the posting. ( .•».:. 
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Wednesday, May 12, 189-. 

N08. 253 and 254. — Verify the calculations and 0. K. these bills if found correct. 
Enter in the proper book. 

Pay one-half of Invoice No. 245 by check. 
Prepare Sales Tickets for the following: 

Sales on Account.— (13.) Mrs. Philip Zoercher, 561 8th St., 1 cake Toilet Soap, 15£; 
2 loaves Bread at 5ft 3 lbs. Sugar at 6±ft 1 lb. 0. Tea, 50ft 

(14.) N. A. Eckler, 2 doz. Eggs at 17*ft 1 bottle Chili Sauce, 20ft 2 Lamp Chimneys 
at 8ft 1 can Salmon, 18ft 

(15.) J. D. Tuckey, 2026 Brandywine St, 5 lbs. Oatmeal at 6ft 1 package Toothpicks, 6ft 
2 loaves Bread at 10ft 1 lb. Ground Pepper, 70ft 1 bag Salt, 6ft 2 cans Peaches at 28£ft 

(16.) Mrs. E. E. Shoop, 2635 Columbia Ave., 2 lbs. Mixed Nuts at 30ft 1 doz. Bananas, 
15ft 1 doz. Pickles, 10ft 3 lbs. Sugar at 7±ft 

(17.) Mrs. E. C. Mills, 4 doz. Eggs at 17*ft 1 brl. Flour, $4.75; 8 loaves Bread at 9ft 
2 lbs. Corn Starch at 8£ 

(18.) Waverly Hotel, 1 bunch Bananas, $1.40; 1 box Lemons, $3.25; 10 lbs. Mixed 
Candy at 8Jft 25 lbs. Sugar at 6±ft 1 doz. bottles Olives, $6.40. 

Verify the calculations, then enter same in the Abstract Sales Book as previously 
instructed. File the Sales Tickets in numerical order, with the Sales Tickets already filed. 

No. 255. — Verify the additions and subtraction. Make the entries as previously 
instructed. File on the Voucher File. 

Make entries from the stub of the Check Book for all checks issued. Prove cash. 
Present books and Sales Tickets for inspection. Post the books and check over the posting. 

Thursday, May 13, 189-. 

Pay note due to-day by check. Receive the note properly cancelled from the teacher. 
Pay one-half of Invoice No. 246 by check. 
Pay one-third of Invoice No. 247 by check. 
Pay one-half of Invoice No. 248 by check. 
Prepare Sales Tickets for the following: 

Sales on Account. — (19.) Mrs. Simon Eichert, 16 lbs. G. Sugar at 6±ft 2 lbs. W. 
Crackers at 120; 1 bag Flour, $1.50; 3 lbs. Currants at 12ft 

(20.) R. H. Lord, 3 cans Peaches at 28ft 1 case Apollinaris Water, $1.25; 5 doz. Eggs 
at 16*ft 5 lbs. Raisins at 12*ft 

(21.) Mrs. E. C. Mills, 2 lbs. Oolong Tea at 49ft * lb. Baking Powder at 50ft 1 bar 
Soap, 8ft 1 bottle Salad Dressing, 30ft 

(22.) Dennett's Lunch Rooms, 1 doz. bottles Mustard, $1.50; 1 doz. Blue Label Catsup, 
$3.60; 1 brl. Sugar, $4.50. 

(23.) Mrs. Paul Frey, 1 bunch Celery, 12ft 4 lbs. Rice at 4Jft 2 lbs. Mixed Nuts at 
20ft 1 lb. Cheese, 22ft 1 Broom, 35£ 

(24.) Mrs. Simon Hart, 3 bu. Potatoes at 34ft 2 loaves Bread at 8ft 16 lbs. Sugar at 
Gift 2 lbs. Figs at 16ft 1 gal. N. 0. Molasses, 45ft 

(25.) Mrs. E. E. Shoop, 1 brl. Flour. $4.90; 1 Broom, 30ft 1 lb. Vanilla Wafers, 20ft 
5 lbs. Oatmeal at 6ft 

(26.) Waverly Hotel, 12 cases Apollinaris Water at $1.25; 25 lbs. Mixed Nuts at 30ft 
1 box Oranges, $3.60. 
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After verifying your calculations enter the sales in the Abstract Sales Book, then file the 
Sales Tickets in numerical order. 

No. 256. — Verify the additions and substraction of this statement. Make the entries 
therefrom. Add the deposit to the balance in bank as shown by the Check Book stub. 

Make entries for all checks issued to-day. Prove cash. Have books and Sales Tickets 
inspected. Post and check over the posting. 

Pbiday, Mat 14, 189-. 
Pay Invoice No. 250 by check. 
Pay Invoice No. 251 by check. 
Pay Bremer, Mahis ft Go. in full by check. 
Prepare Sales Tickets for the following: 

Sales on Account.— (27.) J. D. Tuckey, 3 lbs. Dried Bartlett Pears at 7|ft 3 do*. 
Eggs at 15£ft 4 lbs. Sugar at 7*ft 1 brl. Flour, $4.80; 2 lbs. Dried Beef at 26ft 

(28.) Mrs. Phil. Zoercher, 2 lbs. Bio Coffee at 29ft 3 doz. Eggs at 16ft 1 brl. Flour, 
$4.80; 5 lbs. Oatmeal at 6ft 

(29.) Mrs. G. Brenner, 1 brl. Flour, $4.80; 3£ doz. Eggs at 171; 2 lbs. Coffee at 32#. 

(30.) B. H. Lord, 6 lbs. Oatmeal at 6ft 3 lbs. Dried Beef at 26ft 1 brl. Flour, $4.90. 

(31.) Mrs. S. Eichert, 3 bu. Potatoes at 40ft 2 cans Peaches at 271; & doz. Eggs at 18ft 
6 lbs. Soda Crackers at 12$ft 

(32.) Waverly Hotel, 50 lbs. Butter at 23ft 50 lbs. Coffee at 27£ft 2 crates Eggs, 60 doz., 
at 171; 20 lbs. Baisins at 12*ft 

(S3.) N. A. Eckler, 3 lbs. Cheese at 23ft 2 gal. Applebutter at 70ft 10 gal. K. Oil at 
9ft 5 lbs. Coffee at 33ft 

(34.) Mrs. Paul Frey, 16 lbs. Sugar at 6±ft 10 lbs. Lard at lOJft * lb. Ground Pepper 
at 76ft 5 doz. Eggs at 18ft 

(35.) Mrs. Simon Hart, 1 bottle Vanilla Extract, 25ft 2 doz. Eggs at 18ft 3 cans 
Peaches at 32ft 

Verify the calculations and enter in the Abstract Sales Book. File the Sales Tickets in 
numerical order. 

No. 257. Verify the additions and subtraction. Make the entries. Enter the deposit 
on the Check Book stub. 

Make the Entries for all checks issued to-day. Prove cash. Present books and Sales 
Tickets for inspection. Post books and check over the posting. 

Satubday, May 15, 189-. 
Pay one half of Invoice No. 253 by check. 
Pay Invoice No. 254 by check. 
Prepare Sales Tickets for the following: 

Sales on Account. — (36.) N. A. Eckler, 3 cans Tomatoes at 8ft 5 lbs. Sugar at 6±ft 
2 cans Corn at 7ft 3 lbs. Currants at 12ft 

(37.) Dennett's Lunch Booms, 1 box Macaroni, $3.40; 1 box Chocolate, $12.00; 10 lbs. 
Butter at 21ft 

(38.) Mrs. P. Zoercher, 2 cans Peaches at 18ft 2 doz. Pickles at 10ft 3 loaves Bread at 8ft 

(39.) Mrs. G. Brenner, 5 lbs. Sugar at 6±ft 1 gal. Applebutter, 70ft 1 gal. Vinegar, 
200; 1 bottle Mustard, 20ft 
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(40,) Mrs. E. E. Shoop, % loaves Bread at 8<f; 3 doz. Eggs at 18{*; 1 bottle Vanilla 
Extract, 250; 1 can Baking Powder, 200. 

(41.) J. D. Tuckey, 2 loaves Bread at 10ft 3 lbs. Coffee at 32ft 4 lbs. Dried Peaches 
at 180; 1 lb. Figs, 150. 

(42.) B. H. Lord, 3 heads Lettuce at 4ft 1 can Salmon, 20ft 1 Lamp Chimney, 8ft 
2 loaves Bread at 80. 

(43.) Mrs. E. C. Mills, 2 loaves Bread at 8ft 1 lb. Y. H. Tea, 55ft 1 basket Fancy Fruits, 
$1.25; 2 lbs. Dates at 7ft 

(44.) Mrs. Simon Hart, 2 lbs. Crackers at 8ft 3 heads Lettuce at 4ft 1 bunch Celery, 9ft 
1 lb. Y. H. Tea, 55ft 

Verify the calculations and enter in the Abstract Sales Book. File the Sales Tickets in 
numerical order. 

No. 258. . Verify the additions and subtraction. Make the entries therefrom. Enter 
the deposit on the stub of the Check Book. 

Make entries for all checks issued to-day. Prove cash. Balance and rule the Cash Book 
in pencil as illustrated on pages 88 and 89. Present Cash Book, Sales Book and Sales Tickets 
for approval. Balance and rule the Cash Book in ink, observing any suggestions or criti- 
cisms your teacher made while examining your work. Have you made proper use of red 
ink? Post the books. Do not forget to post the totals of the special columns in the Cash 
Book as instructed on page 89. Post the footing of both the Sales and Invoice Books. 
Check over the posting. 

Trial Balance. Take a trial balance. Include the cash and notes on hand and the 
notes outstanding in your trial balance. Have it approved. 

Inventories. Mr. Oreager has taken account of the stock on hand, which is as follows: 
Merchandise, $406.35; Furniture & Fixtures, $500; Horse & Wagon, $250; U. S. Bonds 
increased in value 5 per cent; Shipt. E. Spencer, $888.50; Shipt. Bower & Moore, $1151.04; 
Good Will at the same value at which it was invested. Make an Inventory of Resources & 
Liabilities and have it approved. 

Balance Sheet and Ledger Closed. Make a Balance Sheet and close the Ledger. 
Present all books and vouchers for inspection and approval. 

: Qubstiosts. How do you transfer a certificate of stock? Why is it not transferrable by 
endorsement? What is a quit-claim deed? What difference do you observe between a quit- 
claim deed and a warranty deed? When there is a dissolution of partnership, why is it a 
good plan to inform those persons of the dissolution with whom the firm has had dealings? 
Describe the different methods of giving notice of dissolution. Define Good Will. Why is 
it a good idea to classify accounts in the Ledger? What reasons can you assign for balancing 
and ruling the accounts in the old Ledger when they are transferred to the new Ledger? 
What is the object in having special columns in the Cash Book? Describe the Abstract Sales 
Book. Describe the Sales Tickets. Why are they usually printed in duplicate? What dif- 
ference in use is there between the Sales Tickets and Cash Tickets? Name the other books 
sometimes used in retail houses. Describe the Order Book. Describe the Customers' Ledger. 
Describe the Pass Book. What is a bond? What is the object in requiring a cashier to give 
bond? What is a lease? What is meant by a cashier's statement? In what order are the 
Sales Tickets filed? Describe the method of making an entry the amount of which is placed 
in one of the Special Columns in the Cash Book. Describe the method of footing and ruling 
the Special Columns in the Cash Book. To which column is the footing transferred? 
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SINGLE ENTRY BOOKKEEPING. 

Purely Single Entry is a system of bookkeeping which contemplates such a record, or 
the filing of such documents for reference only, as will enable the proprietor to determine at 
any time thode resources and liabilities of his business which cannot be found by taking an 
inventory. 

Personal Accounts. For this purpose the practice is to debit or credit and post per- 
sonal accounts only. Hence, the distinguishing feature of purely single entry bookkeeping 
is that only personal accounts are kept. 

No Purely Single Entry in Business. Purely single entry books are seldom kept in 
business, for the reason that almost every business man desires to keep an account of his 
cash, his expenses and the goods in which he is dealing. Quite frequently other accounts 
than those mentioned are kept ; but when such is the case it ceases to be single entry, as in 
purely single entry only personal accounts are kept. To the extent that single entry books 
contain other than personal accounts they approach double entry, but they will still lack 
many of the valuable features of the double entry method. 

Rules for Debiting and Crediting. The rules for debiting and crediting personal 
accounts in single entry are exactly the same as in double entry. (See rules 1 and 2 on page 
1, rules 6, 6, 7, 8, 9, and 10 on page 10 and rules 15 and 16 on page 18.) The posting is also 
done in the same manner as in double entry. 

Compared with Double Entry. In double entry bookkeeping, other accounts than 
those with persons are kept, and an entry involving equal debits and credits is made in the 
Journal or some other posting book, for every business transaction. When such entry has 
been posted equal amounts will have been entered on both sides of the Ledger, hence, the 
name double entry. In purely single entry bookkeeping only personal accounts are kept, and 
an entry, usually involving either a debit or a credit and sometimes both, is made in the 
Journal or other book of original entry only when a personal account has been affected. 
When such entry has been posted a single amount will have been entered on but one side of 
the Ledger, hence, the name single entry. 

No Trial Balance. A single entry ledger, then, differs from a double entry ledger in 
that it contains only personal accounts. Since but one amount is posted for each entry in 
single entry, it will be apparent that the totals of the ledger debit and credit balances will 
not be equal, and that no trial balance of a single entry ledger can be taken. 

No Balance Sheet. Since no accounts showing losses and gains are kept in single entry, 
it follows that an itemized statement exhibiting the sources of the losses and gains of the 
business cannot be obtained. The net gain or net loss of the business can be determined, 
however, and as accurately as in double entry by taking an inventory of the resources and 
liabilities as explained and illustrated on pages 33 and 34, and in the following paragraph. 

Inventory of Resources and Liabilities. It has been explained that the resources 
of a business consist of the property belonging to the business and the debts owing to it ; the 
liabilities consist of the debts owing by the business. Since the property belonging to the 
business can be ascertained at any time by taking an inventory, it follows that the only 
records which it is absolutely necessary to make in order to be able to determine the results 
of the business, are of such transactions as affect personal accounts, and of such as cause the 
issuing of Bills Payable. The latter record is in the form of a memorandum. 
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Books used in Single Entry. In purely single entry all the books necessary are the 
Day Book- Journal and the Ledger. Very often the Ledger is the only book of record and is 
then known as an Original Entry Ledger. A convenient form of original entry ledger is the 
ordinary journal ruling and is illustrated on page 93. (See illustration of Customer^ Ledger 
page 93.) In business when it is desired to make records other than those affecting personal 
accounts, any of the books used in double entry may be employed to advantage, but when 
that is done it approaches double entry. The forms of the books used in single entry need 
not differ from those used in double entry ; in fact they are generally the same. 

The Day Book- Journal. The Day Book-Journal contains debits and credits to persons 
arising from transactions with such persons. Such debits and credits should be accompanied 
by sufficiently clear and complete explanations of the transactions giving rise to the entries 
as to enable any one, whether familiar with the circumstances or not, to readily understand 
all important facts regarding them. (See form of Single Entry Day Book-Journal below.) 

Single Entry Day Book-Journal. 
March 1, 189-. 



Wm. Wood, 
Commenced 



J. W. Winter, 
Bo't on acct, 
400 bu. Data, 
600 •« Corn, 



S. W. Snow, 
Bo't on acct., 
400 brls. Flour, 



Jas. 8n 

Sold on acct, 
600 bu. Corn, 



J. W. Winter, 

Paid him on acct 



M. Sumner, 
Sold on acct, 
400 brls. Flour, 



Jas. Spring 

Rec'd $200 on acct. 



investing cash. 
8 



10 



M. Sumner, 

Rec'd his note in full of acct 

12 
S. W. Snow, 

Gave him my note on acct 



Wm. Wood, 

Drew for private use. 



15 



Cr. 






5000 


Cr. 






840 


26Y 
401 


100 
240 




1400 


Cr. 




8.60 


1400 






Dr. 






250 


601 


250 






Dr. 






250 


Dr. 

4.00 


1000 




1000 


Cr. 






200 


Cr. 






1600 


Dr. 






1000 


Dr. 
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Single Entry and Double Entry Journal Compared. Compare the single entry 
day book-jonrnal illustrated on the opposite page with the model double entry journal on 
pages 2 and 3. Observe that the single entry form does not contain the second, third and 
fourth entries as given in the model; the reason being that no personal accounts are affected 
by transactions of that kind, consequently no record is required in single entry. 

Make a neat copy of the single entry journal on a sheet of journal paper, observing every 
detail as given. In making an entry in a single entry journal, first write the name of the 
personal account to be debited or credited together with the abbreviation Dr. or Cr., begin- 
ning at the L. F. column and place the amount in the second money column. On the line 
below beginning about one inch to the right, write the explanation of the transaction and 
place the items in the first money column. 

Posting. Open accounts with the proper persons on a sheet of ledger paper and post 
the debits and credits of your journal. Check over your posting in pencil. It will be im- 
posible to take a trial balance to test the accuracy of the posting. Why ? 

Business Results. Counting the cash on hand, Mr. Wood finds that he has $4676.50; 
the merchandise on hand consists of the articles enumerated in the Merchandise Inventory 
illustrated on page 33; there is a note of $1600 on hand and a note outstanding for $1000. 
These are all the resources and liabilities that can be ascertained by taking an inventory; 
the remainder of the resources and liabilities consist of amounts owing from persons and 
amounts owing to persons and are to.be ascertained from the books. 

Make an Inventory of the Resources and Liabilities of Wm. Wood's business using the 
inventories as given above and the balances of the ledger accounts. Tour Inventory of Re- 
sources and Liabilities should be identical with the illustration on page 34. By subtracting 
Wm. Wood's capital as shown by his account in the Ledger from his present capital, we 
have the gain. As there are no accounts kept with property, it will be impossible to ascer- 
tain the sources of the losses and gains, which is usually done in double entry by making a 
balance sheet 

Changing to Double Entry. You will now open accounts with the property on hand — 
Cash, Merchandise, Bills Receivable and Bills Payable in the ledger and post the balances of 
these accounts as exhibited by the Inventory of Resources and Liabilities. Carry the net 
gain to Mr. Wood's account. Do not forget to postmark in the folio column of the Inventory 
of Resources and Liabilities. Your ledger should now be in balance. To test the accuracy 
of your work take a trial balance. Your books are now in condition to be kept by double 
entry. 

Present your work for inspection and approval. 

WM. BURKE'S BUSINESS. 

To the Student. You will now assume that you are engaged during the day and that 
you contract with Wm. Burke, a dry goods dealer, to keep his books by single entry, after 
business hours. Mr. Burke will make a complete record in a Day Book of all the business 
he transacts during each day from which you will write up the books each evening. To 
begin with Mr. Burke wishes you to keep a purely single entry set of books. Remember, 
then, to make no entry of a transaction in the Journal unless a personal account is affected 
by such transaction. The following is a copy of Wm. Burke's Day Book from which you 
will write up a Single Entry Day Book-Journal. 
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I, Wm. Burke, commence the dry goods business 
with the following resources: 



Cash in Union Bank, 

Store and fixtures at 408 Jefferson St. , 



Paid for Office Furniture, Books, Stationery, etc., 
Paid for postage, 

Bo't an invoice of dry goods for cash, 

21 
Bo't an invoice of dry goods for cash, 

Sold for cash, 

10 pes., 588 yds., American Prints, 6*0 

Rec'd an invoice of dry goods from Dunn & Son on acct. 

33 
Sold to M. Casper on acct., 

5 pes., 212} yds., Hamilton Stripe, 9*0 

8 " 125 ■• Piedmont C. Drills, 70 

Bo't invoice of dry goods from A. P. Fenn & Co. on acct. , 



12*0 

26^ 



Sold to M. Casper on acct.. 

4 pes., 150 yds., York Denims, 
8 " 102 •' Royal S. Flannel, 

Rec'd on acct. from M. Casper, 

Paid Dunn & Son on acct., 

Rec'd an invoice of dry goods on acct. from Becker & Son, 

24 
Rec'd M. Casper's note to apply on acct., 



25 
Sold to Dodson & Payne on acct. , 

20 pes., 795* yds, Manchester Gingham, 



W 



Bo't an invoice of dry goods from Root, Mills & Co., 
on acct., 

Gave Root, Mills & Co. my 80-da. note, 



Sold to Dodson & Payne on acct., 

20 pes., 746* yds., Vermont C. Cheviot, 12*0 



Rec'd on acct. from Dodson & Payne, 



8000 
5200 



124 

2 

422 

818 

642 



50 
60 
25 

27 



871 



50 



20 
200 
112 

50 



40 



118 
75 

100 
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Gave Becker & Son on acct., 

Bold T. A. Cody & Co. on acct, 

20 pes., £49* yds., Hamilton Stripe, 9JI 

Rec'd on acct from T. A. Cody & Co., 

27 
Gave Becker & Son my note at 80 days to balance 
acct, 

Bo't an invoice of dry goods from Jos. Frey, Jr., on 
acct, 

28 
Gave Jos. Frey, Jr., on account, 

Rec'd an invoice of dry goods from Minor, Patrick 
Co. on account, 



Sold to J. F. Brown on acct., 

40 pes., 1209* yds., K el log Flannel, 80^ 

Drew for private use, 

Sold to T. A. Cody & Co. on acct, 

60 pes., 2914* yds., Birmingham Ticking, 7*1 

Rec'd T. A. Cody & Co.'s 80-da. note on acct, 

81 
Cash sales to date amount to 

Paid drayage bill to date, 

Sold to J. F. Brown on acct, 

40 pes., 2287* yds., American Prints, 6*1 



I find that I have the following property on hand: 

Cash, 

Bills Receivable, 

Real Estate, 

Mdse. per Inventory Book, 

Office Furniture, 

My notes outstanding amount to 



50 
26 

161 

60 

879 

80 

100 

782 
7 



2760 

160 

6200 

1767 

100 

187 



40 



42 



64 

80 



46 



40 



Present your Day Book- Journal for approval. 

Posting. In opening accounts in the Ledger, place five accounts on a page, beginning 
on page 37. Post and check over the posting. 

Business Results. Prepare an Inventory of Sesources and Liabilities, using the inven- 
tories given above and the balances of the accounts on your Ledger. 

Have your inventory approved, after which make a neat transcript of same on page 14 
of the Cash Book. Garry the Net Gain or Net Loss to the proprietor's account, and bring 
the balance below the ruling so as to show his Present Capital at a glance. 
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Single Entry Gash Book. 



18S-. 

Jan. 


1 

8 

8 

16 

20 


L.F. 


C. W. Hammond, invested, 

Cash sale, 

Gash sale, 
A. P. Batson, on acct, 
Frey & Thomas, " " 
H.B. Phillips* Co., " " 

Balance on hand, 


5000 
884 
766 
900 
600 
160 

T040 




7040 






7040 




Jan. 


81 








8797 


25 



Continuation of Wm. Burke's Business. 
Cash Book. You will now discontinue keeping a purely single entry set of books, as 
Mr. Burke desires you to make a systematic record of the cash received and paid out, so 
that the cash can be proven each day if he so desires it Since Cash is a property account, 
and since only personal accounts are kept in purely single entry bookkeeping, it is apparent 
that it ceases to be single entry whenever an account with property of any kind is kept. 
Compare the single entry form of Cash Book given on pages 104 and 106 with the double 
entry form illustrated on pages 42 and 43. Note that the items (personal accounts) to be 
posted in single entry are made prominent by short extending the items (property and 
expense accounts) that are not to be posted. 

Wm. Burke's Day Book (continued). 
June 1, 189-. 







Sold to L. B. Moffet on acct, 

60 pes., 2128 yds., Bombay Gingham, 8*1 














Paid gas bill for month of May, 






1 


27 






Cash sales for the day amount to. 






126 


46 






2 
Rec'd from L. B. Moffet on acct, 






76 








M. Casper paid me in full of acct. 














Paid for postage, 






2 








Paid A. P. Fenn & Co. on acct., 






600 








Bo't invoice of dry goods from King, Long & Co. on 
acct, 






212 


87 






Cash sales for the day, 






181 


40 






8 

Sold to W. B. Hicks on acct., 

80 pes., 8281 yds.. Piedmont C. Drills, tf 














Bo't invoice of Mdse. from W. W. Borer & Co. on acct. , 






147 


29 
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Single Entry Cash Book. 



MS-. 

Jan. 



81 



Cash purchase, 

Cash purchase, 

Cash purchase, 

Office books, 

Rent, 
Redfleld & Son, on acct., 
H. Knef ely & Son, " •• 
A. Paul, Jr., " " 

C. W. Hammond, private use, 
1 Student's salary, 

Drayage bill, 

Balance on hand,* 



♦Italics indicate red ink. 



900 

720 

600 

17 

90 

800 

250 

800 

100 

60 

16 

8841 



76 



8242 

3797 



7040 



75 

t5 



00 



June 3, 189-. 



Rec'd from W. B. Hicks on acct, 

Paid for washing windows, 

Paid Minor, Patrick Co. on acct. 

Cash sales for the day, 

Bo't mdse. on acct. from Minor, Patrick Co., 

Sold on acct. to W. B. Hicks, 

60 pes., 2262 yds., Passaic Prints, 4f i 

Rec'd from J. F. Brown on acct, 

Paid A. P. Fenn & Co. in full, 

Cash sales for the day, 

6 
Rec'd of Dodson & Payne their note to balance acct, 

Gave King, Long & Co. my note to apply on acct, 

Sold on acct to L. B. Moflet, 

100 pes., 4522 yds., Washington Cambric. 4# 

Cash sales for the day, 

7 
Rec'd of W. B. Hicks his note to apply on acct, 

Paid Dunn & Son in full, 

Paid for drayage, 

Drew a draft on J. F. Brown favor of W. W. Rorer & 
Co. for the amount I owe W. W. Rorer & Co.,* 

I desire to have my books kept by double entry; 
ascertain the net gain or loss, using the following in- 
ventories, then proceed to change to double entry. 

Real Estate, 
Mdse. on hand, 
Bills Rec. on hand, 
Bills Pay. outstanding, 
Furniture & Fixtures, 



6200 



262 
100 



100 

100 
117 
248 

200 
207 
126 

192 
160 



75 

48 
90 



40 



75 



• When two personal accounts are affected by a transaction, one a debit and the other a credit make the Journal 
ntry as follows in single entry: 

W. W. Rorer * Co., Dr. 100 

J. F. Brown, Cr. 100 
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Present your Journal and Cash Book: for approval. 

Posting. Post the entries from the Journal, then balance and rule the Gash Book and 
post all items affecting personal accounts. Check over the posting. 

Business Results. Make an Inventory of the Resources and Liabilities of the busi- 
ness, using the balances of the Ledger accounts and the amounts of the inventories given 
by Mr. Burke. The balance of cash you will ascertain from the Cash Book The difference 
between the resources and liabilities is Wm. Burke's present capital. Subtract his capital, 
as shown by his account in the Ledger, and you have the Gain. Present your Inventory of 
Resources and Liabilities for approval, after which make a neat copy of same on page 15 of 
the Cash Book. 

Changing to Double Entry. Open accounts in the Ledger with Merchandise, Real 
Estate, Furniture & Fixtures, Bills Receivable and Bills Payable. Post the balances of these 
accounts as exhibited by the Inventory of Resources and Liabilities. Post the Net Gain to 
the credit of Wm. Burke's account. Balance and rule his account and bring down the 
Present Capital. Tour books are now in condition to be kept by double entry. Take a 
trial balance to make certain that you have made no error. Be sure to include the balance 
of cash on hand in your trial balance. Copy same neatly on page 16 of the Cash Book. 
Present all books for inspection and approval. 

Omissions in Business. In business, when the books have been kept by Single Entry, 
it is often impossible to obtain a correct inventory of the resources and liabilities at any 
given time, owing to the incompleteness of that system; and hence the net gain or net loss 
of the business for that period, and the proprietor's present capital, as shown by the inven- 
tory, will not correctly represent the facts. For instance: If a note had been issued, and 
no record made of it, and the note was unpaid and not thought of at the time of making 
the inventory, the liabilities would be the amount of the note too small. This omission 
would have the effect of increasing the net gain or decreasing the net loss, which in turn 
would make the present capital greater than it should be, or the net insolvency less than it 
should be. The omission of a resource at the time of making an inventory would have just 
the opposite effect of the above results. 

How Corrected. There are two ways of correcting such omissions. One way is to 
change the inventory at the time the omission is discovered, and then make the necessary 
changes in the Ledger. The other and better way is to make such an entry in the Journal, 
or other principal book, as will cause the account to which the omitted item belonged to 
show its true relation to the business, and the proprietor's account to show his true present 
capital, so far as it can be determined at that time. If a resource had been omitted from 
the inventory, debit the account to which it belonged and credit the proprietor's account; 
if a liability, debit the proprietor and credit the liability. The advantage of the second 
method will be apparent when it is stated that several items are liable to be omitted from; 
the inventory; and the omission may not be discovered until some time after the books have 
been changed to Double Entry. If these items were discovered at different times, as is 
generally the case, it would necessitate changing the inventory that number of times by the 
first method, while by the second only so many entries on the Double Entry books would be 
necessary. 

j It is necessary to debit or credit the proprietor's account, as the case may be, for the 
amount of the omitted item, or items, for two reasons: First, to cause his account to show 
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his true worth at the time of changing the books, and second, to be able to determine the 
actual gain or loss for the period following the change. This is very important in case a 
partner had been admitted at the time the books were changed. If the Loss and Gain 
account had been debited or credited for the omitted items, as is sometimes done, that 
account would not show the actual gains or losses for the period during which the account 
remained open, and the new partner would be debited with a greater net loss or credited 
with a greater net gain than he should be. 

Single Entry as practiced in Business. Single entry as practiced in business may 
be defined as any system of bookkeeping in which an equality of debits and credits is not 
preserved, thereby making it impossible to take a trial balance. Very often all or nearly all 
the labor saving forms used in double entry are employed, and accounts with the different 
kinds of property and allowances are kept, thus enabling the bookkeeper or proprietor to 
ascertain the sources of the losses and gains, the same as in double entry, the only difference 
being that it is impossible to apply the test which the trial balance affords in double entry. 

Questions. Define Single Entry. Explain the difference between Double and Single 
Entry. What are the only records absolutely necessary in Single Entry? Why is it not 
customary to keep books by the purely single entry method in business? Describe the 
method of making an entry in the Single Entry Day Book-Journal. Why is it impossible 
to take a trial balance in single entry? Can you make a balance sheet in Single Entry? 
How do you change to Double Entry? How can you tell when a set of books is in condi- 
tion to be kept by Double Entry? How do you ascertain the Net Gain or Net Loss in 
Single Entry? Which method do you prefer, Single Entry or Double Entry? Give a good 
reason for your answer to the above. Explain the method of correcting an error or omission 
in the Inventory of Resources and Liabilities. 



DICTIONARY OF COMMERCIAL WORDS AND PHRASES. 



ACCEPTANCE.— Agreeing to the terms pro- 
posed; the acceptor's name written on the face 
of a bill of exchange or draft, usually with the 
word "Accepted"; bill of exchange or draft 
when accepted. 
Accommodation Paper.— Notes or acceptances 
drawn for the purpose of being discounted, and 
not founded on an actual sale of goods; notes or 
bills signed and accepted without consideration; 
notes drawn by merchants for like amounts and 
exchanged for their mutual accommodation. 
Account Cubrent.— A running account. A de- 
tailed statement of the transactions between two 
persons or firms, usually expressed In the form 
of debtor and creditor. 
Account Sales.— An itemized statement of sales 
and expenses, sent by a commission merchant 
to his principal. It exhibits the quantities and 
prices of the goods sold, the commissions and 
other charges, and the net proceeds. 
Accrued. — Interest accumulated and unpaid. 
Acknowledge.— In commercial correspondence, the 
term by which the receipt of a letter, remittance, 
or order, is admitted. 
Acknowledgment.— A formal admission made be- 
fore an officer, that the act described was volun- 
tarily done. The officer's certificate of the 
admission is also called an acknowledgment. 
Administrator. — One who is appointed by the court 

to settle an estate. 
Ad Valorem. — According to value. A custom 
house term, relating to the estimating of duties 
upon the value of imported goods. 
Affidavit. — A written declaration under oath. 
Appraisal.— The act of placing a value on goods. 
Arbitration.— The adjustment of a disputed point 
by a person or persons chosen by the parties in 
dispute. 
Assets. — A term commonly used in trade to desig- 
nate the funds, property, or effects, that is, the 
stock in trade, cash, and all the available prop- 
erty of a merchant, In contradistinction to his 
liabilities or obligations. 
Assignee. — A person to whom the property of a 
bankrupt or an insolvent debtor is transferred 
for the benefit of the insolvent's creditors. 
Assignment.— The act of transferring property to 

the assignee. 
Attachment.— A warrant for the purpose of seizing 
a man's property. 
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Auditor. — One who examines accounts; an officer 
appointed by the government, or by any corpo- 
ration, to examine claims upon the treasury, 
and to investigate the treasurer's accounts. 

Auxiliary.— Applied to various account books that 
are kept as aid to the principal books. 

gALANCE OF TRADE.— The difference between 
the value of the commercial imports and exports 
of any country. 
Bank Book.— A pass book carried by a depositor, 
in which the teller of a bank records deposits, 
and in which the bookkeeper enters the paid 
checks at stated intervals. 
Bank Bills or Notes. — Promissory notes printed 
by the government and issued by national banks, 
payable on demand, and used as money. 
Bankrupt.— One who is unable to pay his debts, 

and who fails in business. 
Bill.— A statement in writing, as a list of items 
bought or sold, or of services rendered. The 
common term applied to a note or draft. 
Bill of Exchange. — An order for the payment of 
money, usually drawn on a person living in a 
foreign country, the term draft being used to 
designate bills that are payable in the same 
country in which they are drawn. 
Bill of Lading. — A written account of goods ship- 
ped and the conditions of shipment, having the 
signature of the carrier's agent, and given to 
the shipper as a receipt. 
Bill of Sale, —A writing given by the seller to the 
buyer, transferring the ownership of personal 
property. 
Board of Trade.— An association of business-men 
for the regulation and advancement of commer- 
cial interests. 
Bonded Goods.— Those which are stored in a bonded 
warehouse, or in bonded cars, the owner having 
given bonds securing the payment of import 
duties or of internal revenues, upon their re- 
moval, or their arrival at some inland city of 
entry, and before a specified time. 
Bonus.- A premium given on a loan, or for any 

favor shown. 
Broker. — An agent who effects sales or purchases 
or who makes loans and contracts for another. 
Also a term applied to one who deals in stocks. 
A broker does not usually have possession of the 
property which he sells or buys as agent 
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Bullion. — Uncoioed gold or silver. 

BUSINESS. — Exchange of commodities and of com. 

mercial values. Also a term representing one's 

occupation. 

Q APITAL.— The investment in business. 

Cash Sales. — The sales made for ready money in 
contradistinction to sales on which credit is 
given. 

Certificate.— A written voucher attesting to some 
fact; as a certificate of deposit, a certificate of 
stock. 

Certified Check.— One which has been certified 
or accepted by the bank on which it is drawn, 
making the bank responsible for its payment 

Charter. — A paper from government defining the 
rights and privileges of corporations. To hire 
or let an instrument of transportation; as, a ship, 
a railway car. 

Chattel.— Any kind of property except real estate; 
as, merchandise, notes and accounts, animals, 
leases of real estate, etc. 

Check.— An order on a bank drawn by a depositor. 

Clearing House. — A kind of banking exchange, 
established in some of the large cities for the 
convenience of dally settlements; the drafts and 
checks on each other are mutually exchanged 
without the individual presentation of each at 
the banks, and a balance struck, which balance 
only is paid in cash. 

Collaterals. — Pledges of stocks, notes, or chattels, 
for security of loans and other indebtedness. 

Commerce. — The business of exchanging commodi- 
ties between different places; mercantile business 
in general, as carried on between individuals or 
companies of different countries, or of the same 
country; and in a restricted sense, the shipping 
which belongs to a country. 

Commercial Paper.— Bills of exchange, drafts, and 
notes, given in the course of trade. 

Commission. — A percentage given for the sale or 
purchase of goods, or the transaction of other 
business; the order or authority by which one 
person transacts business for another. 

Common Law. — Law based upon the precedent of 
usage, and not contained in the statutes enacted 
by legislative bodies. 

Company. — A corporation. A term used in a firm 
name to designate other partners whose names 
are not given. 

Compound, or Compromise. —To settle a claim by 
paying or receiving only a part of the amount. 
To agree upon a settlement based upon mutual 
concessions. 



Consignee. — One to whom goods are sent. 

Consul.— An agent for a government, residing at a 
seaport in a foreign country, and guarding the 
commercial interests of his own country. 

Contra. — On the opposite side. 

Copartnership.— The joining of two or more per- 
sons into one firm for the purpose of carrying 
on any enterprise. It has the same meaning as 
partnership. 

Copyright.— The right granted by government to 
an author to control the publication of any book 
or work. 

Counterfeit. — A spurious bank bill; a forgery. 

Counting room.— A room in which merchants keep 
their accounts and transact business. 

Coupon. — An interest note or a certificate attached 
to a bond which is cut off from the bond and 
collected when due. 

Course of Exchange. — The sum merchants pay 
for bills of exchange to enable them to make 
remittances from one country to another. 

Credentials.— Testimonials giving authority. 

Creditor.— One giving credit; one whom we owe. 

Currency. — The paper money or the coin which 
constitutes the circulating medium of a country; 
that which passes for money in a country. 

DAYS of GRACE.— In some states negotiable 
promissory notes or bills of exchange, payable 
at a certain time, are entitled to three days de- 
lay beyond the time expressed, which are called 
days of grace, unless " without grace " is ex- 
pressed on the paper. These days were so called 
because they were formerly gratuitously allowed. 
But now, in some of the states of the United 
States and in England, they are demanded of 
right, the custom having passed into law. In a ' 
number of states days of grace have been abol- 
ished by law. 

Debtor. — One who owes a debt. 

Deed. — A written contract under seal, usually trans- 
ferring the ownership of real estate. 

Defalcation. — Deduction or discount. Embezzle- 
ment of money by an officer having it in charge. 

Deposit. — To commit to the care of another; espe- 
cially to place money in bank subject to our 
order. 

Dishonor. — A failure to pay an obligation when 
due. A failure to accept a draft when presented 
for acceptance. 

Dividend.— The portion allotted to each stockholder 
in the division of profits. 

Dower.— The right of a widow to a life interest in 
one third of all the real estate owned by her 
husband at any time after their marriage. 
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Due Bill. — A brief written acknowledgment of a 
debt, having the effect of a promissory note. 

Dunning.— Soliciting payment for a debt; or the 
urgent pressing of the payment of a debt. 

"P]ARNEBT. — Part of purchase money paid, or 
part of goods delivered to bind a verbal contract. 

Embezzlement. — A fraudulent appropriation of 
money entrusted to one's care. 

Emporium.— A commercial center. 

Endob8E, or Indor8e. — To write one's name on the 
back of a commercial paper. To receipt a par- 
tial payment on the back of a note or bill. 

Engross. —To copy in manuscript. 

Equity.— The science of right and Justice, which 
often corrects the application of law in a par- 
ticular case. 

Exchange. — The giving of one value for another. 
The process of remitting money values by means 
of bills and drafts. The discount or premium 
arising from the purchase or sale of different 
classes of paper. 

Execution. — A written direction given to an officer 
authorizing him to enforce a Judgment. The 
act of signing and sealing a legal instrument. 

JpAC SIMILE.— An exact copy. 

Fee Simple.— The absolute ownership of real estate. 

Financier.— One having charge of the public reve- 
nues. One skilled in money matters. 

Fiscal. — Pertaining to the public treasury or reve- 
nue. As, the fiscal year, meaning a financial 
year as reckoned by the department of finance. 

Fixtures.— The furnishings of a store or office that 
are not movable. 

Folio. — The page of an account book. 

Footing. — The amount of a column of figures. 

Forgery.— The act of fraudulently writing or alter- 
ing a written document. 

Free Trade. — Commerce between nations unre- 
stricted by duties or tariff regulations. 

Freight. — Merchandise being transported. The 
price paid for transportation. 

Q-AUGING.— The process of measuring the con- 
tents of casks. 

Good Will.— The reputation and patronage that 
pertains to an established business. The good 
will of a business is very frequently the subject 
of purchase and sale. 

Greenbacks.— -United States notes, as distinct from 
national bank notes. 

Gross Weight.— Weight of merchandise, including 
the case or wrapping. 



Guarantee, or Guaranty.— A surety for the per- 
formance of a contract, in case the party making 
the contract fails to keep it. A security against 
loss. 

JJONOR.— To accept a draft, or to pay it when due. 

JNDEMNITY.— Security against loss, such as may 
occur, or has occurred, by reason of some par- 
ticular or specified event, as in case of ordinary 
insurance against loss by fire, etc 

Indenture.— A mutual agreement in writing be 
tween two or more parties. 

Indorsement. — A writing on the back of any com- 
mercial paper. 

Infringement. — To trespass upon the rights of 
another, especially when granted some special 
right by law, such as a copyright, a patent, or a 
trade mark. 

Injunction. — A writ or process by which a party is 
required to do or refrain from doing a special 
.act. 

I. O. U. — I owe you — an acknowledgment of indebt- 
edness, by the signer to the holder, for the 
amount. 

Insolvency. — The condition of one who is unable 
to pay his debts or meet his commercial obliga- 
tions. 

Installment.— Part of a sum of money paid or to 
be paid. 

Instant. — Referring to the present month; as, the 
sixth instant means the sixth day of the present 
or current month. Abbreviated init. 

Intestate. — Dying without having made a wilL 

Inventory. — A schedule or list of the goods, wares 
and merchandise generally, credits and assets of 
a merchant, made out in minute detail, each 
article being set down separately, and separately 
valued, usually, according to its then cash value; 
the whole list being then entered in a book called 
an inventory book. 

Invoice. — An itemized bill of merchandise bought, 
sold or shipped. 

JOBBER— A wholesale merchant who buys goods 
from the importers and manufacturers, and sells 
to country or other merchants and to retailers. 

Joint Stock.— Property held in common by a com- 
pany of men, each of whom is called a stock- 
holder. 

Judgment.— The decree of a court enforcing a con- 
tract or redressing a wrong. 

JjAW MERCHANT.— Commercial law, or such 
customs and usages in commercial transactions, 
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as being recognized by the higher courts as 
establishing roles of action, thus acquire the 
force of law. 

Lease.— The letting of land and other property for 
hire. The contract for such letting, usually 
written, but sometimes verbal when the con- 
tract terminates within a year. 

Legacy.— A gift of property by will. 

Legal Tender.— That kind of money which legally 
can be offered in payment of a debt. 

Letter of Credit.— A letter, usually addressed to 
banking houses in foreign cities, authorizing the 
holder to receive credit for a stated amount. 
They are used mainly by travelers. 

Liabilities.— The pecuniary obligations of a mer- 
chant, which includes his bills payable and all 
his other debts. 

License. — Permission or liberty to prosecute busi- 
ness or to sell. 

Lien. — The right of holding or detaining the prop- 
erty of another until some legal claim be satisfied. 

Liquidate.— To pay or settle a claim. 

^/[AKER.— The signer of a note. 

Manifest. — An invoice or schedule of a ship's cargo. 

Maturity. — The date when commercial paper be- 
comes payable. 

Merchandise. — In its most comprehensive signifi- 
cation embraces every article dealt in by a 
merchant. 

Money. — Any coin or currency lawfully employed 
as a representative of value in buying and selling. 

Monopoly. — The sole right to make or sell a certain 
article. The exclusive control of anything. 

Mortgage. — The written pledge of real estate or 
chattels to secure payment of a debt. 

NEGOTIABLE.— A term applying to commercial 
paper, that may be transferred by endorsement, 
or simply by delivery 

Net.— Clear of all charges. The exact weight or 
amount after all deductions are counted out. 

Net Proceeds.— The proceeds of a sale after all 
expenses are deducted. 

Notary, or Notary Public— An officer who ac- 
knowledges deeds and other commercial papers; 
but whose chief business is to protest paper for 
non-acceptance and non-payment. 

()PEN ACCOUNT.— A running account on a 
merchant's books, of debits or credits, with an 
individual or firm. 

Open Policy. — One intended to cover all goods 
shipped by a certain person within a specified 
time; each special shipment and the amounts of 



insurance to be indorsed upon the policy, as the 

shipments are made. 
Outlawed. — A term applied to a debt which has 

run beyond the time when the law will enforce 

its payment. 
Overdrawn. — To draw a greater sum than one has 

to his credit. 

J^AR— Equal in value. Any paper is at par when 
it is worth its face value, without premium or 
discount. 

Parol. — Oral, not written/ Also applied to writ- 
ten contracts not under seal. 

Partnership.— The association together of two or 
more persons in any occupation. ^ 

Par Value. — The nominal value; usually the 
printed or written value of any paper. 

Pass Book. — A book in which a trader enters' ar- 
ticles bought on credit. It is usually carried by 
the purchaser, and is presented for record when 
the purchases are made. 

Patent— An official document securing to a person 
for a term of years, the exclusive right to an 
invention. 

Pawn. — A deposit or pledge, given as security for a 
loan. The term only applies to chattels or 
money, and not to real estate. •. • ' > 

Payee. — The one to whom payment is to be made; 
especially in whose favor a paper is drawn. 

Payer.— The one who pays or is under obligations 
to pay. 

Personal Property.— All property except real 
estate; chattels. 

Plaintiff. — One who brings a personal action in law 
against another party who is called the defendant 

Power op Attorney.— A written instrument giv- 
ing an agent authority to act for his principal. 
An agent thus empowered is called an Attorney 
in Fact. 

Preferred Stock.— Stock taking preference over 
the ordinary stock of a corporation. A divi- 
dend is declared and paid on preferred stock 
before any can be declared on common stock. 

Prima Facie. — At first view. Prima facie evidence is 
that evidence which is sufficient unless rebutted. 

Promissory Note. — A written promise to pay a cer- 
tain sum of money unconditionally, at a speci- 
fied time. 

Pro Rata. — A proportional distribution. 

Protective Tariff.— Rates of duty fixed higher 
than the uniform rates, on certain imported 
commodities, for the protection of home manu- 
facturers. 

Protest. — A formal declaration made by a notary 
public, of the non-payment of a note, or non- 
acceptance and non-payment of a draft. 
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QUARANTINE.— Restraint of intercourse to 
^ which a ship, dwelling, or town is subjected on 

account of being infected with some contagious 

disease. 
Quotations. — The published prices of merchandise, 

rates of freight, rates of exchange, etc. 

J^ATIFY.— To sanction or approve; usually ap- 
plied to a principal's approval of an agent's 
transactions. 

Rebate.— A discount, or an allowance from the stip- 
ulated price, made in consideration of prompt 
payment, or for other reasons. 

Rrgetvxb. — A person appointed to take charge of 
the affairs of a corporation on its dissolution, 
and to distribute its property according to law. 

Remittance. — The act of transmitting money values 
from one place to another. The value sent is 
called a remittance. 

Resources.— Money, property, or that which can 
be converted into property; as, claims against 
other people, either on writen or verbal promises. 

Revocation.— The recall of authority conferred on 
another; as the revocation of an agency. 

j^ALVAGR — An allowance made by law to those 
who save a ship's cargo from a wreck or fire. 

Bet-off.— A counter claim. A claim which the 
debtor or defendant brings to reduce the claim 
of a creditor or plaintiff. 

8olvent. —Being able to pay one's liabilities. 

Statement.— A list of resources and liabilities. A 
report of an agent's transactions sent to his 
principal. An itemized list of the debits and 
credits of any personal account; as, monthly 
statements sent by merchants to their cus- 
tomers. 

Statute. — A law enacted by a legislature. 

Stockholder,— One who owns shares of the capital 
stock of a corporation. 

8ub.— To bring an action against one in law. 

Surety. — A person who has made himself respon- 
sible for the contract of another. 



Syndicate.— A number of capitalists who unite to- 
gether to dispose of a large loan, or to conduct 
some great financial enterprise. 

r pACIT.— That which is understood or implied. 

Tabs. — An allowance made for the weight of boxes, 
barrels, or wrappings of merchandise. The re- 
mainder after deducting the tare is called net 
weight 

Tariff.— A list of prices; as, a freight tariff. A 
list of duties or customs on imports or exports. 

Telegram. — A dispatch or message received or 
transmitted by the electric telegraph. 

Teller. — One who receives or counts. A bank 
officer who receives or pays out money. 

Tickler. — A book containipg memorandums of 
notes and debts, arranged in the order of their 
maturity. 

Trade Discount. — A discount from certain list 
prices, or from the amount of purchases, made 
to a dealer on account of a change in the prices, 
or on account of cash payments. 

"^JLTIMO.— The last month preceding the present; 
as, on the twentieth ultimo, meaning the twen- 
tieth of last month. Abbreviated uli. 

Usury.— Interest in excess of the highest rate allowed 
bylaw. 

'^TaLID.— A term applied to a contract that Is 
properly executed; that is, legal or binding. 

Von). — Having no legal or binding force. 

Voucher, — A document or paper proving that some 
transaction occurred; as, a receipt or a canceled 
note is a voucher for the payment of money. 

"^TaRRANTY. — An agreement to become respon- 
sible, if certain facts do not turn out to be as 
represented. 

Wat Bill. — A paper containing a list and descrip- 
tion of goods sent by railroad. 

Wholesale.— To sell goods in quantity; usually, in 
unbroken or whole packages. 
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a or <& (L. ad). To or at 

-4. or Ans. Answer. 

-4 I. First Class. 

Ace., Acct. % or <?c Account. 

-4oet. (Tur. Account Current. 

-4«rf &*fos. Account of Sales. 

Agi. Agent. 

Admr. Administrator. 

Adtnx. Administratrix. 

Adv. Advertisement; Advocate; Advent; Adverb. 

Ala. Alabama. 

A. M. (L. Ariium Magitter). Master of Arts.— (L. 

Ante Meridiem). Before noon. —(LuAnnoMundi). 

In the year of the world. 
Am. t Amer. America, American. 
Ami. Amount 
Ana. Answer. 
App. Appendix. 
Apr. April. 

Ariz. Arizona Territory. 
Ark. Arkansas. 
Arid Assorted. 
Aut. Assistant 
Aug. August 
Bol. Balance. 
Bolt. Baltimore. 
B.B. Bill Book. 
Bto. or brL Barrel, Barrels, 
BdU. Bundles. 
Bge. Bags. 
RL British India, 
Bk. Bank; Book, 
BkU. Baskets. 

B / L Bill of Lading. 

BUc. Black, 
EU. Bales, 
Bat. Bought 
BroH Brought 

B /q Bill of Sale. 

Bu. Bushel. 

Bx. Box or Boxes. 

e. f Cents. 

% In care of. 

Col California; Calendar. 



Oapt. Captain. 

Cash. Cashier. 

O.B. Cash Book. 

C. H. Court-House; Custom-House. 

Cks. Casks. 

CUc. Clerk, 

Co. Company ; County. 

C. O. D. Cash (or Collect) on Delivery. 
Coll. College; Collector; Colleague. 
Con. (L. contra). Against; In opposition. 
Conn, or Ct. Connecticut 
Cor. See. Corresponding Secretary. 
Or. Credit; Creditor. 
Ct. or ct. Cent— <L. Centum). A hundred. 
Ct$. or ets. Cents. 
Owi. or cwt. (L. Centum, 100, and E. wight). A 

hundred weight 

D. B. Day Book, 
D. C. District of Columbia.— (It Da Capo). Again, 

or From the beginning. 
d. d\ Days after date. 
Dec December. 
Del Delaware; Delegate. 
Dept. Department; Deponent 
Dft. or dft. Draft; Defendant 
Disci. Discount 

Die. Dividend; Division; Divide; Divided; Divisor. 
Do. do. or ". (It. Ditto). The same. 
Doe. or doz. Dozen. 
Dr. Debtor; Doctor. 
Dray. Drayage. 

d. $. Days after sight 
ea. Each. 

B. and 0. E. Errors and omissions excepted. 
Ed. Editor; Edition. 
B. E. Errors excepted. 

e. g. (L. exempli gratia). For example. 
Eeq. or Stare. Esquire. 
Etc., etc., or dbc. (L. et cceteri, cwtera, catera). And 

others; and so forth. 
Exch. Exchequer; Exchange. 
Exec, or Ear. Executor. 
Execx. or Bafx Executrix, 
Ex. Express; example. 
Exp. Export; Exporter; Expense. 
Feb. February. 
113 
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Fsr. or fir. Firkin. 

Fla. Florida. 

Fo. or Fol. Folio. 

F. 0. B. Free on Board. 

Wd Forward. 

Wt Freight. 

Ft. or ft. Foot; Feet; Fort. 

Fth. Fathom. 

Fur. or fur. Furlong. 

Qa. Georgia. 

Qal. or gal. Gallon; Gallons. 

Or. or gr.. Grain; Grains. 

Edkf. Handkerchief. i 

Bf. chts. Half Chests. 

Hhd, or hhd. Hogshead. 

Son. Honorable. 

Bund. Hundred. 

I. B. Invoice Book. 

I. e. or is. (L. Id est). That is. 

ItL Illinois. 

In. Inch; Inches. 

Ind. Indiana; India; Indian; Index. 

Ind. T. Indian Territory. 

Ins. Insurance. 

%nst. Instant, — in the present month. 

Int. or int. Interest 

In trans. (L. In transitu). In the passage. 

Inv. Invoice. 

Irnft. Inventory. 

I.O.U. I owe you— an acknowledgment for money. 

Jan. January. 

Jr. Junior. 

Eon. Kansas. 

Ky. Kentucky. 

Eg. Keg. 

X., B>., or 2b. (L. Libra). A pound, in weight. 

L. t L, or £. A pound sterling. 

La. Louisiana. 

Lot. or lot. Latitude. 

L / c Letter of Credit 

Led. Ledger. 

L. F. Ledger Folio. 

L. 8. Left side.— (L. Locus SigiUi). Place of the 

Seal. 
Man. Manitoba. 

Manuf. Manufacture; Manufacturer. 
fiar. March; Maritime. 
Mass. Massachusetts. 
Md. Maryland. 
Mass. Merchandise. 
Me. Maine. 
Mem. Memorandum. 

Messrs. ox MM. (F. Messieurs). Gentlemen; Sirs. 
Mich. Michigan. 



Minn. Minnesota. 

Miss. Mississippi. 

Mme. Madame.— Mmes. Mesdames. 

Mo. Missouri. 

Mo. or mo. Month. 

Man. Monday. 

Mont. Montana. 

Mr. Master, or Mister. 

Mrs. Mistress, or Missis. 

MS. Manuscript. 

MSS. Manuscripts. 

N. A. North America. 

N. B. New Brunswick.— (L. Nota Bene). Note 

well, or take notice. 
N. O. North Carolina. 
N.Dak. North Dakota. 
Neb. Nebraska. 
Net. Nevada. 
N. F. New Foundland. 
N. H. New Hampshire. 
N. J. New Jersey. 
N. Mex. New Mexico Territory. 
No. or $. (L. Numero). Number. 
Nov. November. 
N. P. Notary Public. 
N. & Nova Scotia; New Style (since 1752). 
N. T. New York. 
0. Ohio; Old. 
%. Per cent 
Oct. October. 
0. K. All Correct. 
Ont. Ontario. 
Oreg. Oregon. 
0c. or os. Ounce or ounces. 
P. or p. Page; Pint; Pole; Part 
ft. Per. 

Pa. Pennsylvania. 
Payt. Payment 
Pd. Paid. 

Per an. or per an. (L. Per annum). By the year. 
Per cent. , per cent., Per ct. t or per ct. (L. Per centum). 

By the hundred. 
Pk. or ph. Peck. 
Pkg. Package. 

P.M. Post Master; (L. PMt Meridiem). After-noon. 
P. 0. Post Office. 
P. 0. D. Pay on Delivery. 
P. 0. 0. Post Office Order. 
pp. Pages. 

Pr., pr., or fL (L. per). By. 
prox. Proximo; the next month. 
Prem. Premium. 

P. & (L. Post scriptum). Postscript 
Pes. Pieces. 
Pub. Public; Publisher. 
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Pwt. orpwt. Pennyweight. 

Qr. or gr. Quarter (28 pounds); Quire. 

Qt. or qt. Quart; Quantity. 

Reed. Received. 

Befd Returned. 

R I. Rhode Island. 

R. R. Railroad. 

$. Dollar; Dollars. 

8. A. South America; South Africa. 

8. Dak. South Dakota. 

Bat. Saturday. 

8. B. Sales Book. 

& C. South Carolina; Small Capitals. 

Bep. or Sept. September. 

Shipt. Shipment. 

8r. Senior. 

88. (L. Scilicet). Namely. 

S. 8. Steamship. 

St. Saint; Street; Strait 

Btr. Steamer. 

Bun. or Bund. Sunday. 

Bunds. Sundries. 

Bupt. Superintendent 

Tenn. Tennessee. 



Tex. Texas. 

Thurs. Thursday. 

Treat. Treasurer. 

V2t. t ult. t or ulto. (L. ultimo.) Last, or of the last 

month. 
V. 8. A. United States of America; United States 

Army. ' 

U. 8. M. United States Mail. 
Va. Virginia. 
Vice Pre*. Vice President. 
Viz. or viz. (L. videlicet). Namely; To wit. 
VoL or vol. Volume. 
Vt. Vermont. 

W / B Waybill. 

Wash. Washington. 

Wed. ' Wednesday. 

W. I. West India; West Indies. 

Wis. Wisconsin. 

Wt. or wt. Weight. 

W..Va. West Virginia. 

Wyo. Wyoming. . 

T. or Tr. Year. 

Yd. or yd. Yard. 
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Form 1. 

ARTICLES OF COPARTNERSHIP. 

^rtifltf of <8apartttetjsftip, made the first day of March, one thousand eight hundred 

ninety , between C. R. Evans, of Woodbury, JV. J., of the first part, and Geo. E. Martin, 

of Philadelphia, Pa., of the second part, witnesseth as follows: 

Wktftftrf the parties hereunto, having mutual confidence in each other, do this day form 
with each other a copartnership under the firm name of C. R. Evans & Co., for the purpose of 
conducting a general merchandising business at 122-124 Main St., Woodbury, N. J., under the 
following terms and conditions, to wit: . 

1. Thai the said C. R. Evans of the first part shall contribute the entire resources of his 
late business located at 122-124 Main St., Woodbury, JV. /., as per bill of sale executed under 
even date, less the liabilities which are to be paid by the firm of C. R. Evans & Co., making a 
total net investment of Seven Thousand Eight Hundred Forty Dollars. 

2. The said Geo. E. Martin of the second part shall contribute cash to the amount of 
Seven Thousand Eight Hundred Forty Dollars. 

3. The capital so formed is to be used and enjoyed in common between them for the prose- 
cution and management of said business, to their mutual benefit and advantage. 

4. Both parties shall devote their entire time to the business and shall share gains and 
assets equally, and bear losses equally. Each partner is entitled to draw One Hundred Dollars 
per month for private use. 

$tt WitttWW Wfctttof, the parties hereto have hereunto set their hands and seals, in dupli- 
cate, the day and year first above written. 

Signed, sealed and delivered in ) C. R. Evans. [us.] 

the presence of ) Geo. E. Martin, [us.] 

Thos. H. Betts. 

Note.— Articles af Copartnership are not executed under seal in all states. You are to conform with 
the requirements of your state in writing legal forms of any kind. Consult your commercial law text book 
and the teacher whenever in doubt 

Fork 2. 
ARTICLES of agreement. 

QvtitUt tit %$ttmtx&, made the first day of April, one thousand eight hundred ninety- 

, between F. J. Schwartz and Andrew Schwartz, of the firm of F. J. Schwartz & Co., 

parties of the first part, and A. P. Fenn of the % second part, all of Tell City, Indiana, wit- 
nesseth as follows : 

1. The parties above named have agreed to become copartners in business, and by these 
presents do agree to be copartners together under and by the firm name of F. J. Schwartz & Co., 
in the business of merchants and dealers in general merchandise, at the said city of Tell City, 
State of Indiana, the partnership to commence on the date of this agreement and continue five 
years, unless sooner dissolved by consent of all the partners. 

2. To that end and purpose the said parties of the first part shall contribute the resources 
of their late business, located at 61$ Jefferson Street, as per bill of sale executed under even date 
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herewith, less the liabilities which are to be paid by the new Jirm, making a net investment of 
Thirty Thousand Dollars, of which each invests one half and the said party of the second part 
shall contribute Ten Tliousand Dollars in cash. 

8. At all times during the continuance of their copartnership they and each of them shall 
give their attendance, and use their and each of their best endeavors, and to the utmost of their 
skill and power exert themselves for their joint interest, profit, benefit and advantage, and truly 
employ, buy, sell and merchandise with their joint stock, and the increase thereof in the business 
aforesaid, and also that they shall and will at all times during the said copartnership bear, pay 
and discharge equally between them all rents and expenses that may be required for the manage- 
ment and prosecution of said business; and that all gains, profits and increase that shall come, 
grow or arise from or by means of their said business shall be equally divided between the said 
partners, and all losses by bad commodities, uncollectible debts or otherwise shall be borne and 
paid between them equally. 

Jh Owing to their unequal investments each partner is to be allowed six per cent interest on 
the sum or sums by him invested, and to be charged six per cent interest on all withdrawals, 
said interest to be adjusted at the time of closing the books. 

6. Each of the parties may draw from the cash of the joint stock One Hundred Fifty 
Dollars per month for his own use, the same to be charged on account, and none of them sliatt 
take any further sum for his own use without the consent of the other partners in writing. 

$tt Wttttttf Wktttof, the parties hereto have Itereunto set their hands and seals, in dupli- 
cate, the day and year first above written. 

Signed, sealed and delivered in ) F. J. Schwartz. [seal.] 

tfa presence of \ Andrew Schwartz, [seal.] 

Chas. M. Brucker. A. P. Fekn. [seal.] 

Note. — Read note under form 1. 

Form 3. 

QUIT-CLAIM DEED. 

Vfcirf &ti&tntaxt f made the first day of May, in the year of our Lord one thousand eight 

hundred ninety , between J. B. Luckey (unmarried) and W. V. Chambers (unmarried) 

of the city of Louisville, County of Jefferson and State of Kentucky, of the first part, and 
Chas. F. Orainger of the someplace, ofllie second part. 

WittUMtth, That the said parties of the first part, in consideration of the sum of Three 
Thousand Two Hundred Fifty Dollars ($8250) to them in hand paid by the said party of the 
second part, the receipt of which is hereby confessed and acknowledged, have bargained, sold, 
remised and quit-claimed, and by these presents do bargain, sell, remise and quit-claim unto 
the said party of the second part and to his heirs and assigns forever, all that tract and parcel 
of land situate in the city of Louisville, County of Jefferson and State of Kentucky, and 
more particularly distinguished as lots numbers sixteen (16) and seventeen (17) as laid down in 
the original plat of the city of Louisville, Ky. Said lots are situate on the south side of Main 
street, and are seventy (70) feet in width front and rear, and are one hundred sixty (160) feet 
deep. Together with all and singular the hereditaments and appurtanances tliereto belonging, 
or in any wise appertaining, and the reversion and reversions, remainder and remainders, 
rents, issues and profits thereof, and all the estate, right, title, interest, claim and demand 
whatsoever, of the said parties of the first part, either in law or equity, of, in and to the above 
bargained premises, with the said hereditaments and appurtanances, to have and to hold the 
said premises to the said party of the second part, his heirs and assigns, to the sole and proper 
benefit and behoof of the said party of the second part, his heirs and assigns forever. 
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$tt Wttttffl* Whmof, Tlte parties of the first part have hereunto set their hands and seals 
the day and year first above written. 

Signed, sealed and delivered in ) J. B. Luckey. [seal.] 

the presence of J W.V.Chambers, [seal.] 

G. P. Weedman. 

Note. — Whenever required the acknowledgment is the same as in a warranty deed. (See form 100 an 
your Voucher File.) 

Form 4. 
bill of sale. 

ghumr %\\ Pen ft]) Skfrfe gttiettfc, That we, C. 0. Dinwiddie and Chas. T. Piatt, of the 
city of Rochester, County of Monroe, and State of New York, of the firm of C. 0. Dinwiddie 
& Co., parties of the first part, in consideration of the sum of Nine Thousand Dollars to us in 
hand paid by Jno. R. Cassel, of the firm of C. 0. Dinwiddie & Co., of the city, county, and state 
aforesaid, of the second part, the receipt of which is hereby acknowledged, have bargained and 
sold, and by these presents do grant and convey, unto the said party of the second part, our 
interest in the following resources of the firm of C. 0. Dinwiddie & Co., to wit: Cash on deposit 
in the Merchants Bank, $10000; note drawn by Geo. Smith, $500; note drawn by Edwyn 
Leibfreed, $400; amount due from Frank E. Schwartz, $£80; amount due from Jno. D. 
Malone, $640; amount due from Jas. S. Wilson & Son, $825 ; shipment made to Grainger & 
Co., Louisville, Ky., $625; shipment made to Broton & Co., Philadelphia, $892; making a 
total of Thirteen Thousand One Hundred Sixty-two Dollars ($18162). On condition that the 
said party of the second part assumes the following liabilities of the firm of C. 0. Dinwiddie & 
Co., to wit: Note drawn by the firm of C. 0. Dinwiddie & Co., favor of Ferd. Becker, $1500; 
amount due R. C. Howell, $1000 ; amount due Philip Smith & Co., $500; amount due Theo. 
Schwartz, $1162; making a total of Four Thousand One Hundred Sixty-two Dollars. 

®o gUtJt and to $oUl the same unto the said party of the second part and his legal repre- 
sentatives forever. 

The said parties of the first part hereby covenant and agree to and with the said party of the 
second part that they are possessed of the full right and title to their interest in the property 
hereby conveyed, and that they will warrant and defend the same in the quiet and peaceful pos- 
session of the said party of the second part against the lawful claims of all persons whomsoever. 

£u Wittttfl* Wbtvtntf we have hereunto set our hands and seals this first day of May, in 

the year of our Lord one thousand eight hundred ninety . 

C. 0. Dinwiddie. [seal.] 
Chas. T. Platt. [seal.] 

Form 5. 
partnership agreement. 

^rttfttf tit ^gremettt, made the tenth day of May, one thousand eight hundred ninety , 

between J. W. Graves, of Galveston, Texas, of the first part, and L. W. Warrick, of the same 
place, of the second part, witnesseth as follows : 

1. The parties above named have agreed to become copartners in business, and by these 
presents do agree to be copartners together, under and by the firm name of J. W. Graves & Co., 
in the business of merchants and dealers in groceries, at the said city of Galveston, the partner- 
ship to commence on the date of this agreement and to continue until dissolved by mutual consent 
of the partners. 
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2 . To that end and purpose the said party of the first part shall contribute the cash and 
ether resources and the good will of his late business located at 6Jffi Chestnut Street, amounting 
to Ten Thousand Two Hundred Eighty Dollars ($10280), out of which the liabilities of. the 
said business, amounting to Three Thousand Dollars ($8000) are to be paid, making a net 
investment of Seven Thousand Two Hundred Eighty Dollars ($7280), as per bill of sale executed 
on even date herewith. And the said party of the second part shall contribute Ms share of the 
resources of the late firm of C. W. Hammond & Co., amounting to Eleven Thousand One Hundred 
Eighty Dollars ($11180), out of which the liabilities of the late firm, amounting to Three Thous- 
and Nine Hundred Dollars ($8900), shall be paid, making a net investment of Seven Thousand 
Two Hundred Eighty Dollars ($7280), as per bill of sale executed on even date herewith; the 
capital so formed to be used in common between them for the prosecution and management of 
the said business to their mutual benefit and advantage. 

8. And it is agreed by and between the said parties that if any of the resources invested by 
either of the partners shall prove worthless in full or in part, such worthless resources shall be 
charged to the partner investing same. 

If. Each of the partners may draw from the cash of the firm the sum of Twenty-five Dollars 
($25) per week for his private use, and neither of them shall take any further sum for his own 
separate use without the consent of the other in writing; and any such further sum, taken with 
such consent, shall draw interest at the rate of six per cent, per annum, and shall be payable, 
together with the interest due, within one month after notice in writing given by the other party 
requiring such payment. 

6. The said parties shall share gains, losses and assets equally. 

6. The said party of the first part shall devote his time to the management of the store, 
make the purchases, and give the remainder of his time and attention to the business as sales- 
man, and the said party of the second part shall devote his time and attention to the business as 
salesman and shall keep the books of account, to which both parties shall have access at all times. 

Jjto Wittttfrf Wkmof, the parties hereto have hereunto set their hands and seals, in dupli- 
cate, the day and year first above written. 

Signed, sealed and delivered in ) J. W. Graves. [seal.] 

the presence of ) L. W. Warrick, [seal.] 

R. D. McCoy. 
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Abbreviations and contractions, 113 to 115. 

Abstract sales book, 90. 

Acceptance, 52, 69. 

Account, 1. 

Accounts classified, 30, 88, 92. 

Account sales, 81, 82, 83. 

Allowance accounts, 55. 

Apjjendix, 99. 

Articles of copartnership, 64, 76, 87. 

Assignment, 85. 

Bank account, 25. 

Balance sheet, 34, 36, 39, 62, 75, 84. 

Bank draft, 52, 53. 

Bill of sale, 64, 76, 87. 

Bill book, 78, 79. 

Bills receivable, 22. 

Bills payable, 23, 24. 

Blotter, 1. 

Bookkeeping, 1. 

Bond, 94. 

Business results, 7, 101, 103, 106. 

Cash account, 9, 10, 41, 44, 104. 

Cash book, 41, 42, 43, 88, 89, 104, 105. 

Cash sales, 16, 18, 47, 91. 

Cashier's statement, 95. 

Cash tickets, 91. 

Changing from single to double entry, 101, 106. 

Checks, 26, 28, 44. 

Closing accounts, 36, 37, 38, 39, 63. 

Commercial paper, 54. 

Commission, 76. 

Commission merchants, 76. 

Consignments, 77, 81, 83. 

Customers' ledger, 92, 93. 

Day book, 1, 101, 102. 

Day book- journal, 1, 2, 3. 

Deed, 64, 76. 

Deposit, 25. 

Deposit ticket, 25. 

Dictionary of commercial terms, 108. 

Double entry, 1 to 99. 

Drafts, 50, 51, 53, 60. 

Endorsements (see indorsements). 

Errors in trial balances, 49, 50. 

Errors, correction of, 50, 106. 

Expense account, 17, 99. 

Gain, net, how found, 35, 101, 106. 

Good will, 87. 

Indorsements, 28, 85, 119. 

Interest and discount, 54, 55. 

Interest on partners 9 accounts, 83. 

Inventory of resources and liabilities, 33, 34, 

39, 99, 101, 106. 
Inventory of property, 14, 33, 34, 62, 75, 84. 



Invoice book, 66, 67. 

Investments, 14, 64, 76, 87. 

Invoice of shipment, 77, 80. 

Journalizing, 1. 

Ledger, 1, 4, 5, 38, 93. 

Letters, 57, 61, 72. 

Liabilities, 18. 

Loss & Gain account, 36, 37, 38. 

Loss, net, how found, 35, 99, 101, 106. 

Merchandise account, 14, 15. 

Merchandise inventory, 33, 39, 62, 75, 84, 98» 

Merchandise discounts, 68, 69, 70. 

Monthly statements, 62, 84. 

Notes, 22, 23, 24. 

Notes discounted, 56, 57, 60. 

Note ledger, 78, 79. 

Notice of dissolution, 86. 

Orders, classified, 50. 

Order book, 91, 92. 

Omissions corrected, 106. 

Partners' accounts, 86. 

Partnership dissolution, 85, 86. 

Partnership agreement, 64, 76, 87. 

Partnerships, 64, 76, 85, 87. 

Pass book, 25, 93. 

Personal accounts, 4, 5, 18, 19. 

Power of attorney, 9. 

Posting, 1, 3, 8, 29, 47, 49, 58, 62, 68, 70, 75, 

78, 80, 82, 84, 88, 101, 103, 106. 
Principal's account, 83. 
Proprietor's account, 10, 1L 
Proving cash, 46, 48, 58, 62. 
Quit-claim deed, 85. 
Beal estate, 64. 
Receipts, 16, 18, 21. 
Bed ink, use of, 10, 1L 
Reports, 21, 26. 
Resources, 9. 
Ruling, 6, 10, 19. 
Rules for debiting and crediting, 1, 9, 10, 14, 

17, 18, 22, 23, 51, 52, 55, 99. 
Sales book, 65. 
Sales tickets, 90. 
Single entry, 1, 99 to 108. 
Single entry as practiced in business, 107. 
Shipments, 77, 80, 81. 
Shipping receipt, 58. 
Statements, monthly, 32, 62, 75, 84. 
Stock certificate, 72, 85. 
Terms of sale, 65, 66, 71. 
Ticket svstem 91 

Trial balance/6, 7, 33, 49, 62, 75, 84, 89, 99. 
Trial balance errors, 49. 
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